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^>ihis  report  describes  the  development  and  test  of  a  procedure  to  help 
future  occupants  or  users  of  a  facility  meaningfully  and  effectively  review  a 
concept  design  to  determine  whether  Its  functional  requirements  have  been 
satisfied.  Initially,  review  responsibilities  at  an  Installation  were  Identi¬ 
fied  and  a  preliminary  procedure  was  developed.  A  training  program  and  refer¬ 
ence  materials  were  developed  and  tested  on  a  project  at  an  appropriate  stage 
of  design.  Based  on  the  results  of  that  field  test,  a  final  procedure  was 
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prepared  In  a  form  that  can  be  Implemented  as  a  Department  of  the  Army  Pam¬ 
phlet  or  similar  document.  Two  audiovisual  programs  were  developed  to  support 
the  procedure  and  lessen  the  time  required  for  installation  personnel  to  train 
users  in  concept  design  review  tasks. 

The  field  test  showed  that  users  can  give  effective  comments  to  project 
managers  and  designers  at  an  early  stage  In  a  project.  Reviewers  who  have  no 
professional  background  in  building  technology  can  accomplish  the  task  effi¬ 
ciently  and  with  a  degree  of  confidence  after  a  training  session  and  by  using 
appropriate  reference  materials  and  examples. 
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This  Investigation  was  performed  for  the  Directorate  of  Military  Pro¬ 
grams,  Office  of  the  Chief  of  Engineers  (OCE),  under  Project  4A762731AT41, 
"Design,  Construction,  and  Operation  and  Maintenance  Technology  for  Military 
Facilities";  Task  A,  “Architectural  Research  and  Development  In  Support  of 
Military  Facilities";  Work  Unit  004,  "Procedures  for  Reviewing  and  Approving 
Designs  for  Compliance  with  Functional  Requirements."  The  applicable  QCR  Is 
3.10.001.  The  OCE  Technical  Monitors  were  Mr.  Robert  Shlbley  and  Mr.  Richard 
Cramer. 

This  investigation  was  performed  by  the  Facility  Systems  Division  (FS)  of 
the  U.S.  Army  Construction  Engineering  Research  Laboratory  (CERL).  Dr.  Roger 
L.  Brauer  was  Principal  Investigator  and  Mr.  Martin  Koch  was  Associate  Inves¬ 
tigator;  David  L.  Dressel  was  an  Associate  Investigator  for  Phase  1  of  the 
study.  Mr.  Edward  Lotz  Is  Chief  of  FS. 

Appreciation  is  extended  to  personnel  at  Fort  Stewart,  6A,  Fort  Leonard 
Wood,  MO,  and  the  U.S.  Army  Engineer  Districts  of  Savannah  and  Omaha  for  their 
help. 

COL  Louis  J.  Circeo  Is  Commander  and  Director  of  CERL  and  Dr.  L.  R. 
Shaffer  Is  Technical  Director. 
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A  METHOD  FOR  USERS  TO  REVIEW 
FACILITY  CONCEPT  DESIGNS 


1  INTRODUCTION 


Background 

One  of  the  goals  of  the  Corps  of  Engineers  is  to  provide  facilities  to 
meet  the  functional  needs  of  Army  organizations.  These  facilities  must  be 
mission  responsive;  that  is,  they  must  foster  the  efficient  and  effective  per¬ 
formance  of  mission  activity  by  those  Army  organizations  which  occupy  and  use 
them. 


Current  policies  governing  Military  Construction  —  Army  (MCA)  facility 
delivery  procedures  recognize  that  to  ensure  functional  quality,  facility 
users  must  be  Involved  in  facility  planning  and  development.  One  way  to  do 
this  is  to  let  users  review  concept  designs;  under  AR  415-20,  the  using  ser¬ 
vice  has  14  days  to  complete  its  review  of  the  concept  design  (35  percent  com¬ 
pletion  point  in  the  design  process).1 

A  number  of  Issues  surround  the  design  review  process.  One  is  how  much 
of  the  design  review  can  be  done  by  future  users  and  occupants.  Organizations 
which  will  occupy  a  facility  know  what  activities  they  must  perform  in  it  and, 
therefore,  understand  its  functional  requirements.  The  installation's  Direc¬ 
torate  of  Facility  Engineering  (DFAE)  must  help  review  its  technical  require¬ 
ments  to  ensure  it  meets  legal,  overall  Installation  planning,  and  general 
Army  policy  requirements. 

Another  Issue  is  getting  users  involved  in  the  design  review  process.  In 
some  cases,  users  delay  their  comments  until  they  see  the  buildii.j  taking 
shape.  Review  comments  at  this  stage  result  in  wasted  design  effort,  unneces¬ 
sary  changes  during  construction,  and  increased  costs. 

The  amount  and  kind  of  training  given  to  those  responsible  for  design 
reviews  Is  a  third  issue.  Some  feel  the  quality  of  review  increases  with  the 
number  of  reviewers,  while  others  feel  quality  reviews  are  a  function  of 
training,  knowing  what  to  review,  and  how  to  review  It.  This  debate  is  com¬ 
plicated  by  the  fact  that  most  representatives  of  future  occupying  organiza¬ 
tions  will  be  asked  to  review  a  concept  design  only  once  in  their  career. 
Therefore,  they  are  usually  not  familiar  with  the  kinds  of  documents  used  in 
developing  a  facility,  are  not  sure  about  what  information  they  are  responsi¬ 
ble  for  or  how  to  prepare  useful  comments,  and,  in  general,  are  intimidated  by 
the  review  task. 

A  fourth  issue  centers  on  the  comments  resulting  from  review  —  how  to 
state  them,  how  to  communicate  them  effectively.  Most  Corps  of  Engineers  dis¬ 
tricts  and  divisions  have  a  form  on  which  review  comments  can  be  written. 


1  Project  Development  and  Design  Approval,  Army  Regulation  415-20  (Department 
of  the  Army,  18  May  l§74). 
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However,  using  service  representatives  are  not  told  what  kinds  of  comments  are 
needed  or  how  to  log  them  so  they  are  organized  and  easy  to  use  by  those  who 
must  respond  to  them. 


To  help  resolve  these  issues,  the  U.S.  Army  Construction  Engineering 
Research  Laboratory  (CERL)  developed  and  tested  a  draft  procedure  to  help 
users  comply  with  the  requirements  of  AR  415-20. 


Objective 

The  overall  objective  of  this  study  was  to  (1)  develop  and  field  test  a 
procedure  by  which  a  using  service  can  complete  a  comprehensive  review  of  a 
concept  design  and  give  meaningful  comments  within  the  2-week  period  allowed 
by  AR  415-20,  and  (2)  develop  training  materials  which  can  be  used  to  help 
those  involved  in  the  design  review  activities  do  an  effective  job. 


Approach 


The  study  had  three  phases: 

1.  A  prototype  procedure  was  developed. 

2.  The  procedure  was  field  tested  and  refined. 

3.  A  document  which  explains  how  the  using  service  personnel  should  con¬ 
duct  a  design  review  was  prepared,  and  audiovisual  training  materials  were 
developed  to  support  the  document. 


Scope 


This  study  did  not  address  all  aspects  of  MCA  design  review,  but  was  lim¬ 
ited  to  an  examination  of  the  using  service  role  in  providing  effective  design 
review  comments  as  they  relate  to  the  functional  needs  for  future  occupants  of 
the  facility. 


Mode  of  Technology  Transfer 

The  results  of  this  study  will  be  incorporated  into  a  Department  of  the 
Army  (DA)  Pamphlet,  and  used  to  prepare  audiovisual  training  materials. 


2  PROCEDURES 


Phase  1 


The  first  step  in  the  study  was  to  investigate  the  entire  process  of 
design  review  as  it  is  structured  for  MCA  projects.  Special  attention  was 
paid  to  how  this  review  affected  whether  functional  requirements  were  met. 
That  investigation  identified  the  responsibilities  of  each  kind  of  design 
review.  A  general  procedure  was  then  drafted  which  explained  how  to  review 
designs  to  determine  whether  the  functional  requirements  of  the  using  service 
were  satisfied.  (The  results  of  this  phase  of  the  study  were  reported  previ¬ 
ously.  2) 


Phase  2 


A  detailed  procedure  was  written  for  installations  only  so  it  could  be 
tested  on  MCA  projects  currently  in  the  design  phase.  It  defined  the  specific 
responsibilities  of  the  installation  personnel  most  often  considered  the 
"using  service"  or  its  representatives,  and  gave  them  instructions  to  use  in  a 
training  session  and  as  references  during  concept  design  review. 

Two  ongoing  MCA  projects  were  selected  to  field  test  the  draft  procedure. 
Before  beginning  the  field  test,  the  draft  procedure  was  discussed  with  those 
responsible  for  developing  the  projects  at  the  installations  involved,  and  the 
Corps  of  Engineers  district  offices  servicing  those  installations.  This  was 
done  to  verify  (1)  the  need  for  the  procedure  and  (2)  that  the  procedure,  as 
drafted,  would  fill  those  needs.  Although  each  district  handled  concept 
design  review  somewhat  differently,  all  those  interviewed  agreed  there  was  a 
need  for  some  instruction  and  aids,  particularly  for  future  facility  users. 
(The  number  of  test  cases  was  later  reduced  to  one  because  of  delays  in  the 
design  schedule  for  one  of  the  projects.) 

When  the  facility  concept  design  was  submitted  to  the  test  installation 
for  review,  those  representing  future  occupants  (i.e.,  user  representatives) 
were  trained  in  their  design  review  responsibility.  They  were  told  how  the 
MCA  facility  delivery  process  works,  why  concept  design  review  was  important 
and  how  it  fit  into  the  MCA  process,  and  how  their  comments  would  be  used  and 
would  affect  the  completed  facility.  The  training  session  included  detailed 
instructions  on  how  to  work  through  concept  design  submittals,  how  to  find  the 
sections  they  needed  to  review,  what  factors  to  evaluate  (and  what  factors  to 
Ignore  because  others  were  responsible  for  checking  them),  what  the  designer 
needed  to  know,  and  how  to  make  sensible  comments.  The  user  representatives 
were  given  2  weeks  to  finish  their  concept  design  review;  the  training  session 
included  suggestions  on  how  best  to  manage  under  that  constraint.  Partici¬ 
pants  were  given  handout  material  during  the  session  to  be  used  as  references 
during  their  review. 


2  Roger  L.  Brauer  and  David  L.  Dressel ,  A  Prototype  Procedure  for  Facility 
Design  Reviews,  Interim  Report  E-145/ADA065457  (U.S.  Army  Construction  En¬ 
gineering  Research  Laboratory,  February  1979). 
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After  the  design  review  was  completed,  follow-up  interviews  were  done 
with  user  reviewers,  the  installation  master  planner  (who  was  responsible  for 
all  aspects  of  the  review  at  the  installation),  the  Corps  district  project 
manager  (who  received  the  comments  from  the  installation),  and  the  designer 
(who  had  to  respond  to  the  review  comments). 

Phase  3 

The  field  test  results  were  used  to  revise  the  draft  procedure  so  it  was 
accurate  and  detailed  enough  to  be  published  as  a  Department  of  the  Army  pam¬ 
phlet  or  similar  document.  The  revised  procedure  gave  the  installation  guide¬ 
lines  for  managing  and  completing  a  concept  design  review. 

Review  tasks  were  assigned  to  three  groups  --  DFAE  personnel ,  future 
users  representatives,  and  specialists  at  the  installation.  Detailed  instruc¬ 
tions  were  written  for  the  user  representatives.  Recommendations  for  logging 
and  organizing  review  comments  were  given,  together  with  a  format  for  comments 
(if  one  is  not  specified  by  the  district  servicing  the  installation). 

Two  audiovisual  training  programs  were  developed  to  support  the  procedure 
to  shorten  the  time  DFAE  personnel  (typically  the  master  planner)  must  spend 
preparing  for  and  conducting  training  sessions  for  reviewers  each  time  a  con¬ 
cept  design  is  reviewed.  The  first  program  is  a  general  introduction  to  the 
concept  design  review  task  and  its  relationship  to  the  MCA  facility  delivery 
process.  It  is  written  for  an  audience  that  not  only  includes  user  represen¬ 
tatives  (who  usually  have  not  been  involved  in  a  design  review  before),  but 
also  other  installation  personnel  who  will  be  participants  for  the  first  time 
or  have  not  been  involved  for  some  time.  The  second  audiovisual  program 
explains,  in  detail,  how  user  representatives  are  to  complete  the  review  tasks 
in  subject  areas  they  are  responsible  for.  Both  programs  are  designed  for 
35-mm,  audiocasette  projection  and  sound  equipment. 
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3  FIELD  TEST  RESULTS 


User  Representatives 

User  representatives  felt  that  the  training  helped  them  understand  their 
role  in  the  review  process.  Because  of  the  training,  they  felt  more  confident 
about  the  review  task,  and  spent  less  time  on  it  than  they  would  have  other¬ 
wise.  One  user  representative  said  he  dreaded  the  task  when  it  was  assigned 
to  him  because  he  anticipated  having  to  spend  several  days  on  the  review. 

After  the  training  session,  the  same  user  found  he  was  able  to  complete  his 
job  in  only  4  to  5  hours. 


Master  Planning  Office  (Installation  DFAE) 

Personnel  in  the  master  planning  office  felt  that  the  training  session 
for  user  representatives  helped  eliminate  some  common  problems  that  occur  in 
design  review.  They  also  reported  spending  less  time  than  usual  editing  user 
comments  and  organizing  them  for  submittal  to  the  district. 


District 


Corps  district  personnel  said  the  training  session  improved  the  quality 
of  user  comments,  i.e.,  comments  were  more  useful,  relevant,  and  intelligent 
than  were  typical  of  most  projects  they  administer.  They  also  felt  that  the 
training  session  and  handout  materials,  if  used  on  other  projects,  would  elim¬ 
inate  many  of  the  typical  questions  and  delays  caused  when  user  representa¬ 
tives  are  not  familiar  with  the  MCA  process  and  the  review  task. 


Project  Architect 


The  project  architect,  who  was  from  a  private  A/E  firm  that  had  a  con¬ 
tract  with  the  district,  felt  that  the  comments  provided  by  users  in  the  test 
project  were  better  than  usual.  Specifically,  he  reported  that  comments  were 
mainly  restricted  to  items  that  the  designer  had  control  over,  and  that  user 
suggestions  for  resolving  problems  were  very  helpful. 


Final  Procedure 


The  final  procedure  for  completing  a  concept  design  review  at  an  instal¬ 
lation  has  six  steps  (Figure  I).  Each  step  is  subdivided  into  a  number  of 
actions.  Responsibilities  are  assigned  to  one  or  more  of  four  groups:  master 
planner,  user  reviewers,  DFAE  reviewers,  or  specialist  reviewers. 

The  master  planner's  prime  responsibility  is  to  manage  the  review  pro¬ 
cess;  to  get  things  organized  in  advance;  to  make  sure  that  participants  know 
what  they  are  to  do;  to  complete  final  editing,  organizing,  and  submittal  of 
comments;  and  to  keep  the  review  on  schedule. 
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The  actual  design  review  is  done  by  the  user,  DFAE,  and  specialist 
reviewers  (Figure  2).  For  the  users,  detailed  instructions  are  provided.  For 
others,  responsibilities  are  explained,  but  less  instruction  is  given  because 
these  groups  are  involved  more  regularly  in  design  reviews.  Also,  they  may 
have  their  own  operating  procedure. 

For  each  action  in  the  procedure,  suggestions  are  given  that  will  help 
people  complete  them  easily.  In  many  cases,  examples  are  used  to  help  readers 
understand  what  to  do. 

The  user  reviewer's  main  responsibility  is  to  answer  eight  questions  by 
systematically  comparing  functional  requirements  to  the  concept  design: 

1.  Are  all  required  spaces  provided  in  the  design? 

2.  Are  spaces  organized  correctly? 

3.  Is  each  space  the  correct  size? 

4.  Is  access  to  and  from  each  space  adequate? 

5.  Will  all  furnishings  and  equipment  planned  for  a  space  fit  into  it? 

6.  Have  detailed  requirements  been  met? 

7.  Can  activities  assigned  to  each  space  be  performed  there? 

8.  Can  the  intended  mission  be  carried  out  successfully  in  the  proposed 
facility  as  a  whole? 

At  two  points  in  the  procedure,  training  sessions  for  some  of  the  review 
process  participants  are  called  for.  An  audiovisual  program  is  provide  for 
use  in  each  training  session.  These  programs  are  designed  so  that  local 
adjustments  in  procedures,  whether  routine  or  special  for  certain  projects, 
are  easy  to  make. 

The  procedure,  as  developed  but  not  adopted  for  official  use,  is  repro¬ 
duced  in  the  Appendix. 
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4  CONCLUSIONS 


The  procedure  for  reviewing  concept  designs  at  an  Army  installation 
developed  during  this  study  was  demonstrated  to  be  effective  in  a  field  test. 
Users  were  able  to  complete  a  review  in  less  time  than  they  anticipated  -- 
well  within  the  2-week  period  allowed  by  AR  415-20.  Comments  resulting  from 
the  review  were  meaningful  and  helpful  to  designers.  A  1-  to  2-hour  training 
session,  when  coupled  with  corresponding  reference  material  and  audiovisual 
aids,  adequately  equipped  reviewers  to  perform  their  review  task  effectively 
and  with  a  reasonable  level  of  confidence. 
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Introduction 


Purpose 

This  appendix  (1) 
outlines  procedures  which  allow  the 
using  service  or  agency  to  make  a 
thorough  and  intelligent  review  of  a 
facility's  concept  and  final 
designs;  (2)  identifies  the  roles 
and  tasks  for  which  various  members 
of  a  review  team  are  responsible 
during  design  review;  and  {3)  offers 
examples  and  illustrations  to  clar¬ 
ify  procedures. 


Scope 

This  appendix  is 

applicable  to  all  Military  Construc¬ 
tion  —  Army  (MCA)  projects  which 
will  have  people  occupying  them,  and 
for  which  the  future  users  (or  their 
representatives)  prepare  functional 


Fig.1  Users  of  this  appendix 


requirements  (using  draft  Department 
of  the  Army  [DA]  Pamphlet,  Preparing 
Functional  Requirements)  in  accor- 
dance  with  TW  5-800-3.  These  review 
procedures  are  structured  primarily 
for  nonrepetitive  facilities  (AR 
415-20).  For  other  facilities,  such 
as  repetitive  facilities,  hospitals, 
or  complex  projects  with  a  high 
priority,  the  review  responsibili¬ 
ties  and  the  review  sequence  may  be 
different  from  those  described  here. 
This  appendix  is  intended  to  provide 
instruction  to  personnel  involved 
with  design  review  at  the  installa¬ 
tion  level  (figure  1).  Although 
this  appendix  is  written  primarily 
for  those  who  will  represent  the 
using  service,  personnel  from  Direc¬ 
torate  of  Facilities  Engineering 
(DFAE)  and  others  on  an  installation 
who  may  become  involved  in  the 
review  of  a  design  will  find  this 
information  helpful. 


Definitions 

Definitions.  To  avoid  confu¬ 
sion,  the  following  terms  are 
defined: 

£.  A/E.  A  private  design  firm 
which  typical ly  offers  a  wide  range 
of  professional  architectural  and 
engineering  (A/E)  services.  The 
design  of  most  Army  facilities  is 
completed  by  private  A/E  firms 
selected  by  and  under  contract  to 
the  CE  District. 

b.  CE  district.  That  district 
office  of  the  Corps  of  Engineers 
(CE)  which  services  the  construction 
needs  of  an  installation. 

£.  Concept  design.  The  early 
stages  of  design  in  wnich  building 
configuration  and  general  floor 
plans  for  a  facility  are  developed 
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and  fundamental  decisions  about 
building  subsystems,  equipment,  and 
distribution  of  utilities  are  made. 
Concept  design  comprises  about  35 
percent  of  the  total  design  process. 

dk  Concept  design  package. 

The  complete  set  of  documents  as 
specified  In  AR  415-20,  Including 
drawings,  plans,  analyses,  and  other 
documents  submitted  by  the  A/E  firm 
to  the  CE  District.  These  documents 
describe  the  basic  concepts  for  a 
facll Ity. 

£.  Concept  design  review.  The 
process  by  which  a  number  of  orgipl- 
zatlons  check  a  concept  design  ft?**  * 
facility  both  to  see  that  functfatfis' 
requirements,  technical  require¬ 
ments,  and  design  criteria  and  stan¬ 
dards  are  being  met,  and  to  vcH fy 
that  the  cos*,  of  construction  and 
project  scope  will  be  within  all<$s*~ 
able  limits. 

£.  Concept  design  review  team. 
All  Individuals  participating  In  the 
review  of  a  concept  design. 

3.*  Design  analysis.  A  record 
of  the  computations  and  rationale 
used  by  designers  in  arriving  at 
basic  design  decisions. 

h.  DFAE.  The  Directorate  of 
FacIlTty  Engineering  at  an  Install a- 
ti  on. 

J.*  Pinal  design.  The  latter 
portion  of  the  total  design  process 
(following  concept  design)  In  which 
details  for  all  parts  of  the  build¬ 
ing  are  worked  out,  and  drawings, 
specifications  for  materials,  and 
other  documents  are  completed  so 
that  the  building  can  be  completely 
bid  and  constructed. 

i*  Final  design  review.  The 
process  by  which  working  drawings 


and  specifications  for  materials  and 
equipment  to  be  used  in  construction 
are  checked,  primarily  by  CE  dis¬ 
trict  staff,  to  see  that  details  of 
the  facility  have  been  specified, 
and  that  the  facility  can  be  con¬ 
structed  within  allowable  authoriza¬ 
tions.  In  addition,  the  final 
design  review  ensures  that  changes 
resulting  from  the  concept  design 
review  have  been  Incorporated. 

Jc.  Functional  requirements. 
Statemen ts  and  background  data 
(prepared  according  to  draft  DA  Pam¬ 
phlet,  Preparing  Functional  Require¬ 
ments)  that  def 1 ne  what  a  f acil 1 ty 
heeds  to  effectively  support  the 
operations  personnel  and  equipment 
It  will  contain  —  e.g.,  types  and 
amounts  of  space,  utilities,  design 
features,  environmental  conditions, 
and  other  factors. 

1*  Master  pi anner.  The  chief 
of  the  Master  Planning  Branch  within 
the  DFAE  organization. 

m.  PDB.  The  project  develop¬ 
ment  FrocTiure  (defined  in  TW  5-800- 
3)  for  a  facility  contains  the 
user's  functional  requl rements  and 
technical  data  for  design  and  con¬ 
struction  provided  by  DFAE.  The  PDB 
is  the  basic  reference  used  by  the 
facility's  designers  to  establish 
what  makes  this  facility  unique  from 
all  others  of  the  same  type. 

n.  Plans.  The  drawings  which 
explaTn  the  design  of  a  building 
site,  a  building,  or  building  com¬ 
ponents. 

o.  Specialists.  Individuals 
serving  on  the  concept  design  review 
team  who  must  check  the  concept 
design  for  special  Items:  for  exam¬ 
ple,  telephone  and  communication 
systems,  automatic  data  processing 
(ADP)  features,  fire  protection, 
food  service,  and  other  items. 
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£.  Specifications.  Statements 
which  describe  the  desired  charac¬ 
teristics  of  building  materials  and 
equipment.  Specifications  are  pro¬ 
vided  to  ensure  that  the  construc¬ 
tion  contractor  procures  quality 
materials  and  equipment  for  the 
facility. 

£.  User.  The  DA  elements  that 
will  use  a  facility  as  defined  by  AR 
415-10. 

r.  User  coordinator.  The  per¬ 
son  silected  from  among  future  users 
of  a  facility  to  serve  as  the  leader 
In  conducting  the  user's  portion  of 
the  concept  design  review.  Ideally, 
this  would  be  the  same  person  who 
served  as  coordinator  for  the  users 
In  developing  functional  require¬ 
ments  for  the  project. 

%.  User  review  team.  A1 1 
users  who  serve  on  the  concept 
design  review  team,  including  the 
user  coordinator  and  user  reviewers. 

t.  User  reviewers.  Individu¬ 
als  wfib  serve  on  the  user  review 
team  and  represent  future  users  of 
the  facility.  The  user  coordinator 
may  also  serve  as  a  user  reviewer. 

£.  Using  service.  In  general 
terms,  the  using  service  includes  DA 
elements  for  which  DA  handles  con¬ 
struction.  For  the  preparation  of 
functional  requirements  and  for  the 
review  of  concept  design  to  ensure 
that  functional  requirements  are 
being  met,  the  using  service 
Includes  the  elements  which  will 
occupy  and  use  the  facility  being 
planned  and  designed. 

v.  1391.  DO  Form  1391  (Mili¬ 
tary  Construction  Line  Item  Data)  Is 
a  form  used  to  briefly  describe  each 
proposed  facility  project,  and  is 
used  In  planning  and  budgeting 


activities  by  major  commands 
(MACOMS),  DA,  Department  of  Defense 
(DOD),  and  Congress. 


Assumptions 

One  of  the 

assumptions  in  this  appendix  is  that 
the  PDB,  including  the  functional 
requirements  (prepared  using  draft 
DA  Pamphlet,  Preparing  Functional 
Requirements)  of  the  using  service 
ana  associated  technical  data,  will 
be  available  as  a  reference  for 
design  review.  A  second  assumption 
is  that  review  procedures  will  not 
be  computerized.  However,  some  of 
the  tasks  outlined  here  may  become 
more  efficient,  comprehensive,  and 
accurate  as  automated  tools  become 
avail  able. 


MCA  Cycle  Overview 

Procedures  for  reviewing  the  design 
of  a  facility  represent  only  a  small 
portion  of  a  larger  process  involv¬ 
ing  a  variety  of  participants.  The 
overall  process  of  planning,  design¬ 
ing,  funding,  and  constructing 
facilities  in  the  Army  is  called  the 
MCA  cycle  (figure  2).  A  simplified 
version  of  this  process,  described 
in  AR  210-20,  AR  415-15,  AR  415-20, 
and  other  Army  regulations  and  docu¬ 
ments,  is  presented  here.  Following 
planning,  the  completion  of  a  facil¬ 
ity  can  be  generally  organized  into 
six  phases. 

£.  Project  development. 
b_.  A/E  selection. 

£.  Concept  design. 

_d.  Final  design. 
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e.  Contract  bidding. 
f_.  Construction. 

User  Input.  Currently, 
installation  personnel  (meaning 
DFAE,  using  service,  and  special¬ 
ists)  may  influence  the  constructed 
facility  at  three  points  in  this 
process:  during  project  develop¬ 
ment,  after  concept  design,  and 
occasionally  near  the  end  of  final 
design  (figure  3).  User  input  at 
these  three  points  is  essential  in 
achieving  a  mission-responsive 
facility  for  the  using  service.  The 
importance  of  installation  involve¬ 
ment  in  these  three  activities  will 
be  examined  more  thoroughly  below. 

Project  development.  Once  the 
need  for  a  facility  has  been  esta¬ 
blished  and  a  priority  for  that 
facility  determined,  predesign  data 
and  preconcept  control  data  are 
prepared  in  the  project  development 
phase.  The  POB,  DD  Form  1391,  and 
other  documents  also  are  produced 
during  this  phase.  The  PDB  and  00 
Form  1391  are  the  key  points  of 
installation  Input  during  project 
development.  For  each  applicable 
construction  project,  a  PDB  is 
developed  in  two  stages:  first, 

DFAE  and  user  personnel  prepare  the 
PDB-1.  The  PDB-1  is  a  document 
which  contains  general  information 
about  a  project.  It  is  designed  to 
pull  together  information  required 
to  complete  DO  Form  1391,  and  to 
provide  preliminary  information 
about  a  project  to  the  MACOM 
Involved.  Second,  the  POB-2  Is  com¬ 
pleted  by  the  CE  district  after  a 
Code  1  Directive  is  received  from 
the  Office  of  the  Chief  of 
Engineers;  the  PDB-2  Includes  much 
of  the  data  In  the  PDB-1,  but  is 
more  detailed.  Once  the  PDB  and  00 
Form  1391  are  completed  at  the 
installation,  they  are  forwarded  to 


Fig.  2  MCA  Cycle 


the  appropriate  MACOM  for  review. 
(Additional  supporting  predesign  and 
preconcept  control  data  may  be 
developed  for  a  project  after  the 
Installation  has  completed  the  PDB 
and  DD  Form  1391.) 
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To  MACOM/  DA  To  MACOM/OA/Congr«M 


Fig.  3  User  Input  into  MCA  Cycle 


A/E  selection.  Following 
MACOM  and  OA  review  of  an 
Installation's  annual  construction 
requests,  some  projects  receive 
preliminary  approval.  When  the  Code 
1  Directive  Is  issued  by  OCE  to  the 
CE  district  office  responsible  for 
managing  the  project,  the  district 
Is  also  authorized  to  commence 
design.  Design  of  a  project  is 
sometimes  done  by  the  district 
staff,  but  is  usually  done  by  a 
private  A/E  firm.  Selection  of  a 
firm  Involves  advertising  for  A/E 
services  in  the  Commerce  Business 
Dally,  selecting  the  best  designer 
based  on  the  qualifications  submit¬ 
ted  by  interested  firms,  and 
negotiation  of  the  fee  for  services 
based  on  a  fair  and  reasonable 
government  estimate  of  the  work 
Involved. 


Concept  design.  Following  the 
selection  of  an  A/E  for  a  project 
and  receipt  of  a  Code  2  Directive 
authorizing  a  contract  for  the 
selected  A/E,  the  district  directs 
the  firm  to  begin  the  third  phase  of 
the  cycle  --  concept  design.  During 
this  phase,  the  A/E  uses  PDB  Infor¬ 
mation  gathered  at  a  predesign 
conference  --  and  possibly  from 
interviews  with  representatives  of 
the  using  service  —  and  formulates 
a  preliminary  concept  design  for  the 
proposed  facility.  The  concept 
design  package  (figure  4),  the  col¬ 
lection  of  documents  which  describes 
the  concepts  and  basic  design  of  a 
project,  includes: 


a.  An  area  site  plan  for 
bulldTng  groups; 
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b.  A  project  site  plan; 


c.  Floorplans  showing  func¬ 
tional-  layout;  the  scale  will  be 
such  as  to  permit  an  entire  floor- 
plan  to  be  drawn  on  one  sheet; 

cL  Typical  cross-sections 
showing  floor  to  floor  height; 

Elevations  indicating  prin¬ 
cipal  exterior  materials  to  be  used; 

f.  An  outline  of  materials  and 
methods  of  construction  with  a 
schedule  of  typical  finishes; 

Communications  systems 
requirements  to  include  a  statement 
reflecting  coordination  of  such 
requirements  with  the  local 
communication-electronics  officer; 

A  design  narrative  discus¬ 
sion  to  reflect  types  and  capacity 
of  heating,  ventilating,  and  air- 
conditioning  systems  considered  with 
a  description  of  the  system  selected 
for  the  facility; 

1_.  A  design  narrative  discus¬ 
sion  to  reflect  types  and  capacity 
of  primary  electrical  power,  con¬ 
duit,  lighting,  and  other  systems 
considered  with  a  description  of  the 
systems  selected  for  the  facility; 

j.  Cost  estimates  of  the  prl- 
maryTacIlity  and  supporting  facili¬ 
ties;  the  concept  design  package  is 
sent  to  the  appropriate  MACOM,  the 
district,  and  the  Installation  for  a 
concurrent  review  of  the  concept 
design.  AR  415-20  provides  the 
using  service,  DFAE,  and  the  MACOM  a 
2-week  period  to  critically  evaluate 
the  concept  design  for  the  proposed 
facility.  Reviewers  make  comments 
or  suggestions  which  could  improve 
the  mission  responsiveness  or  suc¬ 


cess  of  the  proposed  facility.  Com¬ 
ments  and  suggestions  are  forwarded 
to  the  CE  district  for  review. 


Fig.  4  Concept  Design  Package 


Then,  after  evaluation  by  district 
engineers,  these  comments  are  sent 
to  the  A/E  firm  responsible  for  the 
facility's  design.  A  report  identi¬ 
fying  comments  that  will  be  included 
in  the  final  design  Is  usually  given 
to  the  installation.  At  the  earli¬ 
est  date  possible,  the  using  service 
at  the  Installation  level  approves 
the  concept  design  so  that  the 
design  process  can  proceed. 
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Final  design.  In  the  fourth 
phase  of  the  cycle  --  final  design 
—  the  A/E  incorporates  into  the 
design  the  comments  and  suggestions 
received  from  the  district,  DFAE, 
and  the  users.  Any  change  in  the 
design  must  be  examined  carefully  to 
make  sure  that  the  modification  is 
within  the  scope  of  the  project  as 
defined  in  DD  Form  1391.  Besides 
making  changes,  the  A/E  moves  toward 
completion  of  a  set  of  construction 
documents.  Normally,  opportunities 
for  informal  review  and  comment  dur¬ 
ing  final  design  will  be  provided  to 
the  using  service.  However,  with  a 
few  exceptions,  the  using  service 
does  not  approve  a  final  design. 


Contracting.  Once  the  design 
has  been  completed,  the  documents 
are  forwarded  to  the  district,  which 
solicits  competitive  bids  for  con¬ 
struction  of  the  project.  The  bids 
are  evaluated,  and  a  construction 
contract  is  awarded  --  generally  to 
the  low  bidder.  The  process  of  con- 


Fig.  5  Teamwork 


tracting  with  the  construction  com¬ 
pany  to  build  the  facility  is  the 
fifth  phase  of  the  cycle. 

Construction.  The  final 
phase  of  the  cycle  involves  con¬ 
struction  of  the  facility.  This 
phase  may  take  as  long  as  the  previ¬ 
ous  five  combined,  depending  on  the 
size  of  the  project. 


The  MCA  cycle  ends  when  the 
facility  is  completed.  If  all 
phases  of  the  cycle  have  been  com¬ 
pleted  thoroughly  and  intelligently, 
the  facility  should  meet  all  the 
needs  of  the  using  service  (figure 


Using  This  Appendix 

This  appendix  focuses  primarily 
on  concept  design  review,  but  also 
provides  some  recommendations  for 
using  service  review  of  final 
designs.  Recommended  concept  design 
review  procedures  are  divided  into 
six  steps.  Within  each  step, 
specific  actions  are  listed  with 
recommendations  on  the  official  who 
should  be  responsible  for  them,  and 
with  examples  and  suggestions  for 
completing  actions  successfully 
(figure  6).  Local  variations  in 
procedures  may  be  necessary  because 
of  the  size  of  a  project,  the  kind 
of  facility,  or  special  requirements 
of  the  district  in  charge  of  a  pro¬ 
ject.  The  process  of  planning  for 
and  conducting  a  design  review  at  an 
installation  is  typically  managed  by 
the  master  planner  within  DFAE. 

Review  itself  is  conducted  by  the 
concept  design  review  team,  which  is 
composed  of  three  groups:  the 
future  users,  DFAE  staff,  and  spe¬ 
cialists.  The  responsibilities  for 
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Process  Diagram 
Objective/  Actions 


ments.  An  installation  will  be 
given  an  opportunity  to  provide  some 
review  during  the  final  design 
phase.  The  last  section  of  this 
appendix  suggests  how  to  review  a 
final  design. 


Fig.  6  Organization  within  Steps 


each  of  these  groups  and  the  master 
planner  are  carefully  defined  for 
each  step  and  action.  Each  reviewer 
who  has  not  been  involved  previously 
in  the  review  of  a  concept  design 
should  be  given  a  copy  of  this 
appendix  to  use  as  a  reference. 
Because  the  review  itself  must  occur 
within  a  very  short  time,  the  pro¬ 
cedures  emphasize  thorough  planning 
and  preparation  (figure  7).  The 
first  three  steps  in  the  six- step 
process  deal  with  preparing  the 
review  team.  Steps  4  and  5  focus  on 
conducting  the  review  itself  and 
getting  comments  submitted.  The 
last  step  deals  with  actions  taken 
in  response  to  installation  com- 


Advance  Plannin< 


Objective: 


In  Step  1,  the  objective  is  to  plan  and  schedule 
events  and  activities  which  will  occur  during  the 
concept  design  review  for  a  project,  and  to  identify 
and  notify  organizations  and  individuals  who  should 
participate. 
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1  Have  the  CE  district  office  esti¬ 
mate  when  the  concept  design  will  be  sent 
to  the  installation  which  will  use  the 
project  facility. 

2  Identify  the  individuals  or  organ¬ 
izations  who  will  comprise  the  concept 
design  review  team. 

3  Prepare  and  distribute  to  all 
members  of  the  review  team  a  notice 
including  the  estimated  schedule  for  the 
concept  design  review. 

4  Respond  to  master  planner’s 
notice  (Action  3)  if  necessary. 


5  Compile  a  list  of  all  review 
team  members. 
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Process  Diagram: 


Specialist  DFAE  Reviewer  Master  Planner 


m  Advance  Planniru 

- - - — 3 

@2)  Suggestions 


Action 


Master  Planner: 

If  the 

master  planner  communicates  fre¬ 
quently  with  the  CE  district  office, 
the  projected  date  of  the  concept 
design  completion  probably  will  be 
known  well  in  advance.  Nonetheless, 
it  is  important  that  such  a  projec¬ 
tion  be  obtained  about  2  months,  and 
no  less  than  I  month,  before  the 
review.  It  is  important  that  during 
early  planning  and  communication 
with  the  CE  district  that  the  master 

planner  state  how  many  copies  of  the 
concept  design  review  package  will 
be  required  for  using  service 
review. 


Action 


Master  Planner: 

Identify  persons  in  DFAE 
who  will  be  responsible  for  review¬ 
ing  technical  portions  of  the  con¬ 
cept  design  (e.g.,  mechanical, 
electrical).  Next,  identify  major 
user  organizations  which  will  occupy 
the  completed  facility  and  notify 
them  so  that  they  may  select  their 
own  user  review  team  members  to 
review  the  functional  portions  of 
the  design.  Finally,  decide  whether 
specialists,  such  as  the  fire  chief, 
representatives  of  the  food  service, 
post  exchange,  communication  com¬ 
mand,  or  others  should  be  included 
in  this  concept  design  review.  (A 
typical  review  team  structure  is 


Fig.  8  Review  Team  Structure 
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Suggestions 


illustrated  in  Figure  8.)  It  is 
suggested  that  the  review  team 
members  and  organizations  who  will 
be  involved  in  the  review  be 
selected  and  notified  as  early  as 
possible  after  the  estimated  date  is 
received  from  CE  district  office. 
This  will  allow  enough  time  to  com¬ 
plete  the  familiarization  and  train¬ 
ing  step  (chapter  3).  Another 
suggestion  is  to  establish  within 
DFAE  a  standard  review  team  which 
will  be  responsible  for  reviewing 
concept  designs  for  all  installation 
projects.  This  could  save  training 
time  and  improve  the  quality  of  the  . 
review.  Of  course,  the  benefit  of 
establishing  a  standard  review  team 
would  depend  on  the  volume  of  major 
new  construction  or  renovation  pro¬ 
jects  at  the  Installation. 

(2)  Master  planner  products 
for  action  2.  A  preliminary  list  of 
DFAE  personnel,  organization 
representatives,  commanders,  or 
other  organizations  to  be  involved 
in  the  review;  their  names,  phone 
numbers,  office  symbols,  and  organi¬ 
zation  (example  I). 


(  Action  3 

Master  Planner; 

Prepare  and  distribute  a  notice" 
(usually  a  disposition  form  [OF]  or 
letter)  announcing  the  2-week  period 
during  which  the  review  is  expected 
to  occur  (example  2),  Include  a 
list  of  groups  to  be  Involved  In  the 
review.  Request  that  review  organi¬ 
zations  identify  the  Individuals  who 
will  conduct  the  review  and  report 
their  names  to  the  master  planner 
within  2  weeks.  Request  that  the 
organizations  also  Identify  Indivi¬ 
duals  who  will  require  training  In 
the  MCA  building  delivery  process. 


The  using  service  representatives 
need  not  respond  to  this  since  they 
will  be  scheduled  for  training 
automatically.  It  should  be  noted 
that  DFAE  reviewers  selected  specif¬ 
ically  by  the  master  planner  need 
only  respond  to  the  notice  if  they 
will  be  unavailable  for  the  review 
or  require  training  in  the  MCA 
building  delivery  process.  It  would 
help  to  include  in  the  notice  a 
short  statement  emphasizing  both  the 
importance  of  the  review  and  the 
need  for  review  organizations  to 
make  careful  selections  of  the  indi¬ 
vidual  reviewers.  Finally,  the 
notice  should  point  out  that 

according  to  AR  415-20,  the  instal¬ 
lation  is  allowed  only  2  weeks  to 
complete  its  portion  of  the  review; 
all  participants  must  be  well  pre¬ 
pared  so  the  process  will  be 
efficient. 


Action  4 


Specialist: 

Each  organization  included  in 
the  review  for  the  project  shoula 
let  the  master  planner  know  who  will 
represent  that  organization  during 
the  review.  The  reviewer's  name, 
organization,  phone  number,  office 
symbol,  and  an  indication  if  the 
reviewer  requires  training  in  the 
MCA  building  delivery  process  should 
be  Included.  If  the  master  planner 
has  previously  selected  a  specific 
Individual  within  an  organization, 
it  Is  necessary  to  respond  only  if 
there  is  either  a  need  for  training 
or  the  reviewer  will  be  unavailable 
for  the  review  and  someone  else  will 
take  his/her  place. 
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DFAE: 

Respond 

to  the  master  planner's  notice 
(Action  3)  only  If  there  is  either  a 
need  for  training  in  the  MCA  build¬ 
ing  delivery  process,  or  if  the 
reviewer  will  be  unavailable  during 
the  projected  review  period  and  a 
substitute  is  needed. 


are  any  problems  or  questions  in 
selecting  user  reviewers,  contact 
the  master  planner  for  help. 


Master  Planner: 


User:  After  receiving  the  list  of 

reviewers  from  the  user's  organiza- 
The  user  coordina-  tion  and  any  other  responses  from 

tor  and  organization  commander  either  DFAE  or  specialist  reviewers, 

should  select  representatives  from  compile  a  final  list  of  review  team 

the  organizations  who  will  serve  on  members  for  the  project  (example  4). 

the  review  team.  Depending  upon  the 
size  of  the  project  facility,  3  to 
10  representatives  should  be  chosen; 
this  is  an  appropriate  number  in 
view  of  time  constraints  and  the 
limited  copies  of  concept  design 
documents  that  will  be  available. 

It  is  suggested  that  the  same  people 
who  prepared  the  functional  require¬ 
ments  for  the  facility  be  selected 
for  the  review.  This  will  reduce 
the  time  needed  to  familiarize  and 
train  new  individuals  with  project 
information.  To  keep  the  review 
team  to  a  manageable  size,  not  all 
who  helped  prepare  functional 
requirements  will  be  needed.  How¬ 
ever,  it  is  important  that  all 
organizations  have  a  representative 
familiar  with  their  operations.  The 
user  coordinator  must  contact  the 
representatives  to  verify  that  they 
will  be  available  during  the  pro¬ 
jected  review  period.  This  should 
be  done  as  soon  as  possible  so  that 
the  master  planner  will  have  a  firm 
list  of  review  team  members  by  the 
due  date  specified  in  the  notice. 

When  notifying  the  master  planner  of 
names  of  user  review  team  members, 
include  the  reviewer's  organization, 
name,  phone  number,  and  office  sym¬ 
bol  so  that  future  communication  is 
simplified  (example  3).  If  there 
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Examples 


Office  Symbol 

SUBJECT:  Concept  Design  Review  for  (Project  Name)  Project,  L.I. 
(line  Item  Number) 


SEE  DISTRIBUTION 


1.  The  (Project  Marne)  project  Is  being  designed  by  the  A/E  Firm  of  (A/E  Name) 
under  the  direction  of  the  (District  Male)  CE  District.  The  concept  design  Is 
nearly  completed.  On  or  about  (Projected  Date).  Fort  ( Installation)  will  have 
Its  last  opportunity  for  Input  on  the  project  as  we  review  the  concept  design. 
We  want  to  Insure  that  the  project  both  Incorporates  the  features  that  we 
Identified  In  the  Functional  Requirements  and  Project  Development  Brochure, 
and  meets  our  needs. 

2.  Inclosed  Is  a  list  Indicating  who  must  be  Involved  In  the  review  as 
members  of  the  concept  design  review  team.  Ue  need  the  names  of  individuals 
who  will  serve  as  representatives  of  organizations.  Please  select  appropriate 
Individuals  and  report  their  names,  organizations,  office  symbols,  and  phone 
numbers. 

3.  Replacement  of  any  Individual  already  named  In  the  list  should  be  reported 

(see  DA  Pamphlet _ ,  chapter  2). 

4.  All  Individuals  representing  users  must  attend  a  familiarization  meeting 
scheduled  for  (Date)  In  (location):  reference  materials  will  be  distributed. 
Anyone  who  Is  not  familiar  with  the  concept  design  review  should  also  attend 
the  familiarization  session;  but  please  Identify  those  who  are  not  users. 
Reference  materials  for  team  members  not  attending  familiarization  sessions 
will  be  forwarded  by  mall. 

5.  Since  we  will  only  have  a  few  days  to  complete  the  review,  and  want  the 
best  facility  we  can  get,  we  need  to  be  well  prepared  so  that  our  review  Is 
thorough  and  efficient. 

6.  Your  cooperation  and  assistance  will  be  greatly  appreciated. 

2  Incl  JOE  L.  GREEN 

as  Master  Planner 

DISTRIBUTION 

1.  DFAE  Reviewers 

2.  Specialists 

3.  User  Organizational  Commander 


Example 2:  Review  Notice 
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Office  Symbol 

SUBJECT :  Concept  Design  Review  for  (Project  Heme)  Project,  L.I. 

(line  Item  Number) 

ATTN:  Joe  l.  Green,  (taster  Planner 

1.  Reference  your  letter  of  (Date) .  (See  example  2.) 

2.  The  individuals  listed  below  will  be  members  of  the  concept  design  review 
team  for  the  (Project  Name)  project.  CPT  R.  L.  Smart  will  serve  as  a  coordi¬ 
nator  and  point  of  contact  for  the  users. 

NAHE  ORGANIZATION  OFFICE  STHBOL  PHONE 

1. 

2. 

3. 

4. 

5. 

3.  Me  expect  to  attend  the  familiarization  meeting  scheduled  for  (Date  of 
Meeting).  Should  any  problems  arise,  we  will  notify  you  as  soon  as  possible. 

FOR  THE  COHANDER  AND  DIRECTOR: 

CPT  R.  1.  SMART 
User  Coordinator 


Example  3:  User  Coordinator  Response 


Objective: 

( - ; - -  "  a 

The  purpose  of  Step  2  is  to  make  sure  that  each 
member  of  the  concept  design  review  team  is  either 
familiar  with  or  receives  training  with  regard  to 
the  PDB  (either  technical  information  or  functional 
requirements  information),  concept  design  review 
procedures,  and  concept  design  documents  to  be  reviewed 

v. _ —  _ _ ) 

Actions: 


1  Provide  concept  design  review  team 
members  with  the  reference  materials  used 
in  formulating  the  concept  design  so  they 
may  become  familar  with  the  project  to  be 
reviewed. 

2  Complete  project  familiarization  and 
MCA  process  training  as  needed. 


Training  and  Familiarization  §fO 


Process  Diagram: 


Specialist  DFAE  Reviewer  Master  Planner  User 


To  Step  3:  Final  Scheduling 
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§r  Training  and  Familiarization 

,JW)  ■  - - — 

m  Suggestions 


Action 

Master  Planner: 

There  are 

many  ways  to  distribute  reference 
materials  to  members  of  the  concept 
design  review  team.  For  some  pro¬ 
jects,  many  reviewers  will  already 
have  a  copy  of  the  PDB  (or  its  func¬ 
tional  requirements  section)  because 
they  helped  prepare  the  document. 
Users  can  best  be  reached  at  the 
famil iarization  and  training  meet¬ 
ing.  The  DFAE  staff  and  specialists 
may  be  reached  most  conveniently  by 
phone  or  letter.  A  sample  letter  to 
DFAE  and  specialist  reviewers  is 
provided  as  example  5.  Copies  of 

this  appendix  may  be  given  to 
reviewers  who  are  not  familiar  with 
the  concept  design  review  process. 
Provide  DFAE  reviewers  with  the 
design  data,  technical  data,  and 
documentation  checklists  from  the 
project  POB  so  that  they  may  refresh 
their  memories.  It  is  assumed  that 
most  of  the  OFAE  reviewers  will 

already  be  somewhat  familiar  with 
the  project  and  the  information  con¬ 
tained  in  the  PDB.  It  is  the  master 
planner's  responsibility  to  make 
sure  that  all  reviewers  become  fami¬ 
liar  with  their  portions  of  the  pro¬ 
ject.  Provide  the  user  coordinator 
with  the  functional  requirements 
section  of  the  project  PDB.  The 
user  organizations  must  receive  at 
least  that  information  pertaining  to 
the  portion  of  the  facility  they 
will  occupy.  They  will  also  need 
the  overall  functional  relationships 
for  the  facility  and  a  copy  of  this 
appendix.  Provide  other  reviewers 
with  the  sections  of  the  project  PDB 
concerning  the  special  portions  of 
the  facility  they  will  be  reviewing 
--  e.g.,  communications  require¬ 
ments,  food  service  requirements. 


If  only  limited  copies  of  the  PDB 
and  detailed  functional  requirements 
information  are  available,  the 
training  and  familiarization  phase 
will  have  to  be  scheduled  so  that 
all  members  of  the  concept  design 
review  team  have  enough  time  to 
become  familiar  with  their  portions 
of  the  project  information.  It  is 
also  necessary  at  this  time  to 
schedule  training  in  the  MCA  build¬ 
ing  delivery  process  for  those 
review  team  members  who  need  it. 

The  master  planner  has  the  option 
of:  (1)  assigning  individuals 
specific  times  for  training,  (2) 
setting  up  training  materials  in  a 
reserved  room  so  that  individuals 
can  view  them  at  their  own  conveni¬ 
ence,  or  (3)  scheduling  one  group 
training  session  in  which  all 
members  requesting  training  can  view 
the  training  package.  Since  this 
will  involve  primarily  the  user 
review  team,  arrangements  can  be 
made  in  cooperation  with  the  user 
coordinator. 


s  _ Action  2 

Specialist: 

To  become  familiar  with  pro¬ 
ject  information,  reviewers  should 
examine  the  portions  of  the  project 
PDB  provided  by  the  master  planner. 
Each  reviewer  must  have  working 
knowledge  of  the  requirements  for 
the  parts  of  the  building  he/she 
must  check.  Reviewers  who  have  lit¬ 
tle  or  no  experience  in  the  MCA 
building  delivery  process  or  review 
procedures  should  be  given  training 
regarding  the  MCA  process  and  how 
design  review  fits  into  the  pro¬ 
cedures. 
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DFAE: 


Reviewers 

should  examine  the  portions  of  the 
project  POB  provided  by  the  master 
planner  to  become  familiar  with  pro¬ 
ject  information.  Each  reviewer 
must  have  working  knowledge  of  the 
requirements  for  the  parts  of  the 
building  he/she  must  check. 

Reviewers  who  have  little  or  no 
experience  in  the  MCA  building 
delivery  process  or  design  review 
procedures  should  be  given  training 
regarding  the  MCA  process  and  how 
design  review  fits  into  the  pro¬ 
cedures.  DFAE  reviewers  should  be 
familiar  with  the  project  PDB  for 
the  facility  design  to  be  reviewed. 
However,  reviewers  are  encouraged  to 
spend  a  short  time  updating  their 
knowledge  of  project  information. 
Knowledge  of  project  information  is 
vital  for  a  successful  review  since 
that  information  forms  the  basis  for 
checking  the  concept  design. 


User: 

All  user  reviewers 
are  expected  to  complete  training 
which  introduces  the  reviewer  to  the 
concept  design  review.  For  conveni¬ 
ence,  the  user  coordinator  should 
schedule  and  conduct  one  meeting  of 
the  user  review  team.  The  master 
planner,  commander  of  the  user 
organization,  and  user  review  team 
members  should  be  notified  of  the 
date,  time,  location,  and  purpose  of 
the  meeting  (example  6).  An  agenda 
(example  7)  should  be  prepared  for 
the  meeting  and  should  include: 

(a)  A  brief  overview  of  a  con¬ 
cept  design  and  the  concept  design 
process: 


•(b)  An  explanation  both  of  the 
importance  of  the  concept  design 
review  ana  of  the  user  review  team's 
role  (presented  by  the  commander  and 
master  planner); 

(c)  An  explanation  of  the 
functional  requirements  and  PDB,  and 
a  description  of  their  importance; 

(d)  Information  on  how  the 
reviewer  is  to  become  familiar  with 
the  project  information; 

(e)  An  introduction  to  the 
Concept  Design  Review  Training  Pack¬ 
age  #1; 


(f)  Time  for  questions  and 
answers. 

It  is  very  important  to  have  the 
master  planner  and  the  commander  of 
user  organizations  address  the 
reviewers.  Their  role  is  to  help 
emphasize  the  importance  of  the  con¬ 
cept  design  review.  Before  leaving 
the  meeting,  each  user  reviewer 
should  arrange  to  update  his/her 
knowledge  of  the  functional  require¬ 
ments  for  those  areas  of  the  facil¬ 
ity  which  he/she  must  review.  If 
copies  of  functional  requirements 
must  be  shared,  scheduling  of 
materials  usage  must  be  completed. 


Master  Planner: 


The  mas¬ 
ter  planner  should  be  available  dur¬ 
ing  familiarization  and  training, 
and  should  answer  any  questions  or 

clarify  any  problems  reviewers  may 
have  during  this  step.  It  is  also 
suggested  that  the  master  planner 
attend  the  user  review  team  training 
session.  The  master  planner's  pres¬ 
ence  and  remarks  would  help  to 
stress  the  importance  of,  and  give 
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credibility  to,  the  entire  concept 
design  review  process.  The  master 
planner  can  also  emphasize  the  user 
reviewer's  role  in  attaining  a  suc¬ 
cessful,  mission-responsive  facil¬ 
ity.  The  following  are  some  topics 
on  which  the  master  planner  may  want 
to  comment: 

(a)  The  Importance  of  the 
review  in  achieving  a  successful 
facil ity; 

(b)  The  role  of  the  user 
reviewer  in  a  successful  review; 

(c)  The  need  for  and  function 
of  user  reviewers'  comments; 

(d)  Clarification  of  the 
information  in  the  PDB; 

(e)  The  availability  of  the 
master  planning  office  to  help  with  • 
any  problems  which  may  occur. 

The  master  planner's  experience  with 
the  project  would  be  invaluable  In 
helping  the  less  experienced  user 
reviewers  attain  a  working  knowledge 
of  the  project,  while  also  helping 
to  build  their  confidence. 


User  Commander: 

To  ensure  that  the  task  of 
reviewing  the  concept  design  gets 
the  priority  It  needs  to  be  success¬ 
ful,  the  commander  of  all  user 
organizations  should  attend  the  fam¬ 
iliarization  meeting.  He/she  should 
emphasize  that  members- of  the  user's 
review  team  have  an  Important 
responsibility,  and  that  without 
their  full  effort  It  may  be 

difficult  to  perform  their  mission 
efficiently  and  effectively  after 
they  move  in. 


Training  and  Familiarization 

Examples 


Office  Synbol 

SUBJECT:  Concept  Design  Review  Materials  for  (Project  Kane)  Project 
SEE  DISTRIBUTION 


1.  Reference  »y  letter  of  (Date) .  (See  example  2). 

2.  As  a  *e*ber  of  the  concept  design  review  tea*  for  this  project,  you  will 
need  a  copy  of  or  sections  fro*  the  Project  Developaient  Brochure.  Many  of  you 
were  given  a  copy  at  the  tine  It  was  completed  and  submitted  to  our  MACOM. 

3.  If  you  do  not  have  a  copy  of  the  PDB  or  sections  of  It  concerning  your 
area  of  responsibility,  please  call  ae  at  «y  office  (Phone  X-XXXX).  We  will 
forward  the  reference  eaterlals  you  need. 


JOE  l.  GREEN 
Master  Planner 


DISTRIBUTION 

1.  Specialists 

2.  OFAE  Reviewers 


Example  5:  Letter  Regarding  Reference  Material 


Training  and  Familiarization 

Examples 


Office  Symbol 

SUBJECT:  Training  Meeting  for  User  Review  Team,  Project  (Project  Marne) 
SEE  DISTRIBUTION 


1.  This  Is  a  reminder  that  you,  as  a  member  of  the  user  review  team,  are  to 
attend  a  familiarization  and  training  meeting  scheduled  on  (Date)  at  (Time) ■ 
Your  responsibilities  as  a  reviewer  will  be  explained.  Background  materials 
with  which  you  must  become  familiar  will  be  distributed.  The  organizational 
commander,  COL  (Name) ,  will  also  address  us. 

2.  If,  for  any  reason,  you  will  not  be  able  to  attend  or  will  not  be  able  to 
participate  on  the  review  team,  please  call  me  as  soon  as  possible  at  (Phone 
Number) . 


CPT  R.  L.  SMART 
User  Coordinator 


DISTRIBUTION 

User  Review  Team  Members 


Notice  of  Training  Meeting  1 
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Familiarization  and  Training  Meeting  #1  for  the 
User  Review  Tea* 

Project  (Project  Nape) .  L.I.  (Line  I tew  Number) 


CHAIRPERSON: 

CPT  R,  L.  Swart  (User  Coordinator) 

ATTENDEES: 

Master  Planner 
User  Coordinator 
User  Reviewers 
Organizational  Commander 
Others 

1.  (User  Coordinator)  Call  to  order;  purpose  of  meeting. 

2.  (Master  Planner)  Brief  overview  of  concept  design  and 
concept  design  review. 

3.  (Co— ander  of  Users)  Importance  of  review  by  users  and  other 
remarFT! 

4.  (User  Coordinator)  Introduction  to  Concept  Design  Review 
T ral nlng  Package  *1. 

5.  (User  Review  Team  and  Any  Others)  View  Training  Package  #1. 

6.  (User  Coordinator  and  Master  Planner)  Distribution  of  reference  materials 

(functional  requirements  and  DA  Pamphlet _ );  explanation  of  PDB.  Define 

task  of  reviewers  to  become  familiar  with  or  to  refresh  their  knowledge  of 
functional  requirements.  Make  sure  each  reviewer  understands  which  functional 
requirement  section  and  organization  unit  he/she  Is  responsible  for. 

7.  (User  Coordinator  and  Master  Planner)  Questions  and  answers. 

8.  (User  Coordinator)  Reminders  of  tasks  and  key  dates,  additional  training 
on  specific  review  procedures;  and  adjournment. 


Example  7:  Agenda  for  Training  Meeting  1 


44 


3 


Final  Schedulin' 


Objective: 


In  Step  3,  all  events,  meetings,  and  due  dates 
occurring  during  the  2-week  concept  design  review 
period  should  be  identified,  and  all  members  of  the 
concept  design  review  team  notified  of  the  final  review 
schedule.  Training  requirements  for  the  concept  design 
review  team  members  should  be  completed. 


Actions: 


1  From  the  CE  district  office,  determine 
the  confirmed  date  when  the  concept  design 
for  the  project  will  be  reviewed  at  the 
installation. 

2  Prepare  and  distribute  to  all  members 
of  the  concept  design  review  team  the  final 
schedule  of  all  activities  planned  fo~  the 
2-week  review  period. 

3  Check  schedules  and  notify  the  master 
planner  if:  (1)  there  is  a  conflict  with 
any  of  the  scheduled  activities,  or  (2) 
there  is  a  need  for  training  in  the  review 
process. 

4  (optional).  Coordinate  and  confirm 
the  schedule  with  review  team  members; 
modify  the  schedule  if  needed. 

5  Schedule,  conduct,  and  attend  concept 
design  review  process  training  as  needed. 


To  Step  4:  Reviewing  the  Design 
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Master  Planner: 

Maintain 

contact  with  the  project  manager  at 
the  CE  district  office  to  verify  the 
target  date  for  the  concept  design 
review.  The  date  that  the  concept 
design  package  win  arrive  at  the 
installation  must  be  known  2  to  3 

weeks  in  advance  so  that  final 
preparation  and  training  for  the 
review  can  be  completed.  The  master 
planner  must  also  confirm  for  the 
district  project  manager  how  many 
copies  of  the  concept  design  docu¬ 
ments  will  be  needed  at  the  instal¬ 
lation  to  manage  the  review  effi¬ 
ciently  (see  suggestion  for  Step  1, 
Action  1). 


Master  Planner: 

Prepare  a  final  schedule  of  all 
activities  for  the  2-week  review 
period  identified  by  the  CE  district 
office.  The  schedule  should  Indi¬ 
cate  in  detail  how  the  2  weeks  will 
be  spent;  for  example,  meetings  and 
due  dates  should  be  itemized  and 
plotted  in  a  convenient,  easily 
understood  format  (see  example  8). 
Arrange  for  meeting  spaces  needed 
during  the  2-week  period.  The  ini¬ 
tial  meeting  space  at  which  concept 
design  documents  are  distributed 
should  be  large  enough  to  seat  all 
review  team  members  at  tables.  If 
limited  copies  of  the  concept  design 
documents  are  available,  reserve 
work  rooms  where  the  documents  can 
be  stored  and  used.  Make  sure  these 


meeting  rooms  are  available  before 
distributing  the  activity  schedule. 
Schedule  corrections  can  be  made, 
however,  at  the  meeting  when  concept 
design  documents  are  distributed. 

The  master  planner  should  remind  the 
user  coordinator  that  it  is  his/her 
responsibility  to  reserve  rooms  for 
meetings  involving  user  reviewers 
only.  The  user  coordinator  should 
be  told  what  meetings  might  be 
required  for  user  reviewers. 

Although  the  user  coordinator  should 
not  be  responsible  for  work  room 
arrangements,  his/her  assistance  can 
be  sought.  Prepare  a  cover  letter 
to  accompany  the  schedule  (see  exam¬ 
ple  9).  The  cove**  letter  should 
reemphasize  the  importance  of  the 
review,  list  key  dates,  state  times 
and  locations  for  meetings,  and 
request  that  reviewers  respond  if 
they  will  be  unavailable  for  the 
review  or  if  they  require  training 
in  the  concept  design  review  pro¬ 
cess.  A  copy  of  the  letter  and 
schedule  should  be  sent  to  each 
member  of  the  review  team  and  possi¬ 
bly  to  the  commander(s)  of  the 
users'  organization.  Team  members 
should  receive  the  lette,  and 
schedule  not  less  than  1  week  before 
the  start  of  the  review.  One  option 
in  scheduling  depends  on  the  working 
relationship  between  the  master 
planner  and  user  coordinator. 

Instead  of  sending  a  schedule  to 
each  user  review  team  member 
directly,  it  may  be  preferable  to 
send  a  copy  to  the  coordinator  and 
let  him/  er  notify  the  other  members 
of  the  user  review  team.  A  similar 
approach  could  be  used  for  either 
.  ?AE  reviewers,  or  other  reviewers, 
if  these  groups  have  lead  reviewers 
to  work  through. 
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Suggestions 


Action  3 

DFAE: 

Respond  to  the  master  planner's 
schedule  and  cover  letter  only  if 
there  is  a  need  for  training  in  the 
concept  design  review  process,  or  if 
a  reviewer  will  be  unavailable  dur¬ 
ing  the  scheduled  review  period  and 
a  substitute  cannot  be  found.  If  a 
reviewer  will  not  be  available  for 
the  review,  a  replacement  should  be 
selected  quickly.  The  master 
planner  could  be  consulted  about 
possible  replacements  and  should  be 
notified  when  one  is  found. 
Arrangements  should  also  be  made 
with  the  master  planner  for  the 
replacement  to  make  up  training. 


Soetialist: 

Respond  to  the  master  planner's 
schedule  and  cover  letter  only  if 
there  is  a  need  for  training  in  the 
concept  design  review  process,  or  if 
a  reviewer  will  be  unavailable  dur¬ 
ing  the  review  period  as  scheduled 
and  a  substitute  cannot  be  found. 

If  a  reviewer  will  not  be  available 
for  the  review,  a  replacement  should 
be  selected  quickly.  The  master 
planner  should  be  notified  of  the 
replacement.  Arrangements  should 
also  be  made  with  the  master  planner 
for  the  replacement  to  make  up 
training. 


contact  the  members  of  the  user 
review  team  to  see  if  everyone  will 
be  available  for  the  review  as 
finally  scheduled.  If  a  reviewer 
will  be  unavailable,  the  coordinator 
nust  quickly  select  and  brief  a  com- 
>etent  replacement.  If  a  replace- 
nent  cannot  be  named  and  trained 
>efore  the  review  starts,  it  may  be 
possible  to  reassign  the  responsi¬ 
bility  to  another  team  member  or 
have  the  coordinator  assume  it.  The 
master  planner  must  be  notified  of 
any  changes  in  the  user  review  team 
membership.  The  user  coordinator 
must  also  arrange  with  the  master 
planner  for  training  the  user  review 
team  in  detailed  review  procedures 
When  informing  the  user  review  team 
about  the  final  schedule,  the  coor¬ 
dinator  must  notify  the  team  about 
the  training  schedule  (examples  10 
and  11).  He/she  should  make  sure 
that  all  members  receive  the  train¬ 
ing.  As  soon  as  a  user  reviewer 
suspects  or  knows  definitely  that 
he/ she  will  not  be  able  to  partici¬ 
pate  in  the  review,  he/ she  must 
notify  the  coordinator  so  responsi¬ 
bility  can  be  reassigned. 


Master  Planner  : 

Working  with  the  user  coordina¬ 
tor,  arranges  for  training  of 
reviewers  (primarily  user  reviewers) 
in  detailed  review  procedures. 
Scheduling  should  ensure  that  all 
who  need  training  receive  it. 


User. 


As  soon  as  possi¬ 
ble  after  receiving  the  final  review 
schedule,  the  user  coordinator  must 
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Master  Planner: 

The  master  planner  should  be  alert 
for  problems  In  completing  the 
review  as  scheduled.  If  several 
reviewers  have  conflicts,  a  change 
in  schedule  may  be  necessary.  How¬ 
ever,  because  little  lead  time  is 
left  to  make  major  adjustments  in 
schedule  or  reviewers,  solutions 
that  minimize  schedule  changes 
should  be  sought. 


Master  Planner: 

The  master  planner  may  wish  to 
participate  in  training  users  about 
how  to  review  a  design.  Attendance 
is  recommended  if  the  project  to  be 
reviewed  is  a  critical  one,  or  if 
any  problems  are  anticipated.  Sig¬ 
nificant  problems  include  a  mission 
change  for  the  user  organization  or 
installation,  special  constraints  or 
standards  applied  to  this  type  of 
facility  after  the  PDB  was  com¬ 
pleted,  or  difficulties  encountered 
in  designing  the  facility  which  may 
affect  user  activities  and  func¬ 
tional  requirements.  Attendance  may 
be  used  to  emphasize  the  importance 
of  the  project  and  to  answer  any 
questions.  If  the  master  planner 
chooses  not  to  attend  the  training 
session,  he/ she  should  follow  up 
with  the  user  coordinator  to  make 
sure  that  the  session  went  well; 
that  there  were  no  problems  with  the 
audio-visual  materials;  and  that  all 
user  review  team  members  attended, 
so  a  makeup  session  will  not  be 
requi red. 
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Concept  Design  Review  Activity  Schedule 

Project:  'S^'pcngn't  6kop _  l.I.:  i^g_ 


Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

r  1 _ 

L_ 

1 _ 

LL 

•  Emv^mrr 

(Si in^ailahen 

l  ^ 

•  ”kiicic.»tf'  Malrkm 

•  16,00  AM 
BUg.4^3 

•  S»3,n  EwVlirt 

■M 

■  Ls_ 

l2_ 

•  ln^rvv)u»lB*u»rt 
&rwp  Maatnoi 

C— onduc-u 

u'  c^ive^  — 

7 

in 

Sy 

1  ig 

•  ■*() 
n-p  s.-,^  + 

•  ^uWvwiVCaMsflfSS- 

•  U*mT 

^ -  i - M»eW 

-4*  Corp*  .  Cu4rw4 

O&c*  . 

date 

activity 

June  1 

•Concept  Design  Packages  received  from  COE  Dlst  Office 

June  2 

•Concept  Review  "Kickoff  Mtg"  for  distribution  of 
materials.  Time:  10:00  am  Location.  Bldq  463,  Rm  21. 

•  8eg1n  Concept  Oeslgn  "Eiinew 

June  9 

•  Individual  review  group  meetings 

June  12 

•Joint  Review  Team  Mtg  to  discuss  problem  6  issues. 

Time:  9:00  am.  Location:  Bldg  463,  Rm  21 
•  Complete  Follow-up  Actions 

June  13 

•Complete  Follow-up  Actions 
•  Organize  Comments  6  Submit  to  MP  by  COB 

June  14 

•  Final  Organization  6  Editing  of  Conments 

June  15 

•  Prepare  for  Comment  Pkg  Submittal 

June  16 

•Submit  Comment  Pkg  to  COE  01st. 

Mid-July 

•  Post  Concept  Design  Review  Conference 
(Date,  Time  and  Location  to  be  announced) 

Exampl«8:  Final  Schedule  Format 
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Office  Symbol 

SUBJECT:  Concept  Design  Review  for  (Project  Name),  l.I.  . 
(Line  Item  Number) 


SEE  DISTRIBUTION 


1.  The  (District  Name)  CE  District  Office  now  estimates  that  we  will  receive 
copies  of  the  concept  design  package  on  (Firm  Date).  When  we  receive  concept 
design  materials,  the  actual  review  will  begin.  By  regulation  (AR  415-20)  we 
have  2  weeks  to  complete  our  review  and  submit  our  comments  to  the  district 
office. 

2.  Inclosed  Is  the  schedule  of  activities  we  must  follow.  As  you  will  note, 
materials  will  be  distributed  at  a  meeting  for  all  members  of  the  concept 
design  review  team  on  (Meeting  Oate).  The  meeting  will  be  held  at  (Time)  In 
room  (Room  Number),  building  (Building  Number). 

3.  If  there  are  any  problems  or  If  you  have  any  questions,  please  call  me  at 
(Phone  Number). 


Incl  JOE  L.  GREEN 

as  Master  Planner 


DISTRIBUTION 

1.  OFAE  Reviewers 

2.  Specialists 

3.  *  User  Coordinator 

4.  User  Reviewers 

5.  Organizational  Commander 


Example  9 :  Schedule  Cover  Letter 
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Office  Symbol 

SUBJECT:  Concept  Design  Review  for  (Project  Name),  L.I. 
(Line  Item  Number) 


SEE  DISTRIBUTION 


1.  Reference  Master  Planner's  letter  (Date).  (See  example  9.) 

2.  As  you  will  note  In  Inc)  1,  we  are  about  to  begin  the  task  of  reviewing 
the  concept  design  for  (subject)  project. 

3.  All  ■embers  of  the  user  review  team  are  required  to  attend  a  training 
meeting  at  (Time)  In  room  (Room  Number),  building  (8u11d1ng  Number).  We  will 
learn  how  to  conduct  our  portion  of  the  review  and  will  go  over  specific  pro¬ 
cedures  for  this  project. 

4.  If  for  any  reason  you  cannot  attend,  let  me  know  immediately.  Also,  if 
you  can  no  longer  serve  as  a  member  of  the  user  review  team,  notify  me  as  soon 
as  possible,  so  that  I  can  make  arrangements  for  reviewing  the  areas  of  the 
building  to  be  occupied  by  the  organizations  you  represent. 


CPT  R.  L.  SMART 
User  Coordinator 


DISTRIBUTION 

1.  User  Review  Team  Members 

2.  Organizational  Coimnander 


2  Incl 
as 


Example  10:  Notice  of  Training  Meeting  2 
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Review  Process  Training  Meeting  for  the 
User  Review  Tea* 

Project  (Project  None),  L.I.  (Line  Item  Number) 


CHAIRPERSON: 

CPT  R.  L.  Smart  (User  Coordinator) 

ATTENDEES: 

User  Review  Team  Members 
Organization  Commander 
Master  Planner 
Others 

1.  (User  Coordinator)  Call  to  order;  purpose  of  meeting. 

(Master  PI anner)  Brief  statement  explaining  review  schedule, 
Ley  dates,  importance  of  review. 

(User  Coordinator)  Introduction  to  Concept  Design  Review 
Tral nlng  Package  #2. 

*■  (User  Review  Team  and  Any  Others)  View  Training  Package  #2. 

5.  LUser  Coordinator  and  Master  Planner)  Questions  and  answers. 

6.  (User  Coordinator)  Reminders  of  tasks,  where  to  get  help, 
key  dates,  upcoming  'kick-off  meeting,  and  adjournment. 


Example  11 :  Agenda  for  Training  Meeting  2 
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§  Reviewing  the  Design 


Objective: 


Step  4  has  two  objectives:  to  review  the  facility 
concept  design  for  compatibility  and  compliance  with 
functional  requirements,  technical  requirements,  and 
other  requirements  previously  prepared  for  the 
project  facility;  to  resolve  any  issues  discovered 
during  the  process  of  reviewing  the  concept  design. 


1  Receive  and  distribute  the  concept 
design  packages  to  the  review  team  members 
Remind  the  team  members  of  the  scheduled 
joint  review  team  meeting. 

2  Conduct  the  review  of  the  concept 
design.  Prepare  draft  comments. 

3  Prepare  for  joint  review  team 
meeting. 

4  Conduct  joint  review  team  meeting  and 
complete  follow-up  actions. 


Reviewing  the  Design 


Process  Diagram: 


Specialist  DFAE  Reviewer  Master  Planner 


User 
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(  Action  j 

Master  Planner: 

Upon 

receipt  of  the  concept  design  pack¬ 
ages  at  the  Installation,  the  master 
planner  should  prepare  for  and  con¬ 
duct  the  meeting  to  initiate  the 
concept  design  review.  The  objec¬ 
tives  of  this  "kickoff 11  meeting  are 
to: 

(1)  Introduce  and  explain  the 
concept  design  package; 

(2)  Distribute  the  concept 
design  packages  and  comment  forms  to 
the  reviewers; 

(3)  Answer  any  questions  the 
reviewers  may  have.  Inform 
reviewers  that  the  master  planner 
will  be  available  to  help  with  any 
problems  encountered  during  the 
review; 

(4)  Remind  reviewers  of  the 
review  schedule,  emphasizing  key  due 
dates  and  review  team  meetings. 

(Any  modifications  or  changes  in  the 
review  schedule  —  example  8  —  may 
require  that  an  updated  version  of 
the  schedule  be  handed  out  to1  review 
team  members.) 


agenda  including  the  areas  of  dis¬ 
cussion  shown  in  example  12.  The 
master  planner  can  also  include  any 
other  subjects  he/she  believes 
appropriate.  Therefore,  he/she  may 
want  to: 

(1)  Reemphasize  the  Importance 
and  purpose  of  the  review. 

(2)  Restate  that  DD  Form  1391, 
the  PDB,  and  other  documents  are  to 
be  used  to  check  the  design  for  com¬ 
pliance.  (Explain  that  the  task  of 
.reviewing  a  concept  design  involves 
primarily  a  comparison  of  what  was 
requested  [as  stated  in  the  PDB]  to 
what  is  provided  [concept  design].) 

(3)  Mention  where  to  get  help: 

(a)  Other  reviewers:  others 
may  have  found  a  way  to  deal  with  a 
problem  faced  by  one  reviewer. 

(b)  The  user  coordinator: 
he/she  may  know  where  to  seek  help 
or  how  to  proceed.  He/she  is 
responsible  for  solving  user  prob¬ 
lems. 

(c)  Organization  commanders: 
they  know  their  operations  well  and 
can  help  explain  why  something  is 
needed  or  why  some  feature  will  not 
be  adequate  for  the  activities  it  is 
to  support. 


This  may  be  the  first  time  all  (d)  The  master  planner: 

members  of  the  concept  design  review  he/she  knows  procedures  well,  knows 

team  are  together  as  a  group.  If  where  and  when  to  get  special  help, 

so,  Introduce  them  to  each  other  and  and  has  experience  with  facility 

explain  their  responsibilities.  It  projects. 

may  be  appropriate  to  provide  each 

member  with  a  list  of  everyone  on 

the  team.  The  meeting  should  be 

well  planned,  since  It  is  the  final 

contact  with  the  entire  team  before 

the  beginning  of  the  concept  design 

review.  Before  the  meeting,  the 

master  planner  should  prepare  an 
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_ _  Action  2 

Specialist: 


In  conducting  the  concept 
design  review,  specialists  involved 
In  the  review  must  first  be  familiar 
with  those  portions  of  the  design 
for  which  they  are  responsible  (fig¬ 
ure  9).  If  any  specialists  have  no 
previous  experience  with  concept 
design  review,  the  group  or  organi¬ 
zation  they  represent  should  tell 
them  about  their  review  responsibil¬ 
ities.  For  the  specialists,  the 
first  phase  of  the  review  procedures 
consists  of: 

(a)  Checking  the  concept 
design  for  compliance  with  previ¬ 
ously  prepared  requirement  docu¬ 
ments; 

(b)  Preparing  comments,  noting 
areas  of  noncompliance  and  sugges¬ 
tions  for  improvements  in  the 
design; 

(c)  Preparing  for  the  joint 
review  team  meeting  (Action  3).  In 
checking  the  concept  design  for  com¬ 
pliance,  a  specialist  must  decide 
whether  the  requirements  set  forth 
In  the  PDB  have  been  met.  If  the 
concept  design  has  not  satisfied 
these  requirements,  note  on  a  com¬ 
ment  sheet  (see  example  13)  the  Item 
or  area  of  the  design  which  does  not 
comply  and,  if  possible,  suggest  how 
the  concept  design  can  satisfy  the 
PDB's  requirements.  Comments  should 
be: 


K  Written  legibly 

2.  Stated  concisely  and 
clearTy 


2-  Organized  in  a  consistent 
format 

£.  Referenced  to  the  concept 
design  package  by  page,  space  number 
or  name,  drawing  number,  or  some 
other  identifier. 

In  addition,  the  comments  should 
Identify  the  problem  clearly  and 
offer  alternative  solutions,  if  pos¬ 
sible.  A  design  solution  could  be 
technically  or  functionally  unac¬ 
ceptable,  leave  major  requirements 
unsatisfied,  or  have  major  flaws 
which  make  further  review  a  waste  of 
time.  If  such  major  problems  exist, 
notify  the  master  planner  immedi¬ 
ately.  He/ she  will  determine  if  the 
£E  district  should  be  contacted  and 
the  review  process  halted. 


DFAE: 

DFAE 

reviewers  are  primarily  responsible 
for  the  technical  aspects  of  the 
facility  in  the  concept  design 
review.  DFAE  is  responsible  for 
evaluating  whether  the  facility’s 
concept  design  satisfies  the  techni¬ 
cal  requirements  set  forth  in  the 
PDB  and  its  checklists.  Responsi¬ 
bilities  a^e  normally  divided  by 
technical  expertise  reflected  in  the 
organizational  structure  of  DFAE 
(figure  9)  —  e.g.,  utilities, 
building  and  grounds,  and  struc¬ 
tural.  DFAE  reviewers  should  be 
aware  of  what  their  individual 
review  responsibilities  encompass. 

It  Is  assumed  that  DFAE  reviewers 
will  be  familiar  with  review  pro¬ 
cedures  and  responsibilities  because 
of  previous  experience  with  concept 
design  reviews.  If  a  reviewer  has 
limited  experience  with  design 
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Reviewer 

Responsibility 

DFAE: 

Responsibilities  may  be  ful¬ 
filled  by  either  a  team  review 
or  by  dividing  tasks  by 
technical  area  i.e.: 

•Structural 

•Elect 

•Bldg  &  Grounds 
•etc. 

To  review  the  concept  design  for  compliance 
with  the  PDB  technical  requirements  listed 
in  the  appropriate  checklists: 

•Special  Considerations 
•Site  Development 

•  Arch/Structural 

■  Mechanical/Util  ity 

•  Environmental 

Specialist: 

Fire  Chief 

To  review  the  concept  design  for  compli¬ 
ance  with  all  fire  protection  require¬ 
ments. 

-Sup res si on  Systems 
-Alarm  Systems 
-Emergency  Access/Egress 
-Other 

USA  Communication  Comnand 

To  revi-w  the  concept  design  for  compli¬ 
ance  with  all  conmunications  require¬ 
ments. 

-  telephone 
-computer 
-educ.  TV 
-other 

Army  Exchange  Service 

To  review  the  concept  design  for  compli¬ 
ance  with  all  exchange  service  require¬ 
ments. 

-PX 

-Food  Service 
-other 

Security 

To  review  the  concept  design  in  compli¬ 
ance  with  all  security  requirements. 

-physical 

-personnel 

Fig.  9  DFAE/Specialist  Review  Responsibilities 
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reviews,  he/ she  should  be  instructed 
by  others  in  DFAE.  The  first  phase 
of  the  review  procedure  consists  of: 

(a)  Checking  the  concept 
design  for  compliance  with  previ¬ 
ously  prepared  requirements  informa¬ 
tion. 

(b)  Preparing  comments  noting 
areas  of  noncompliance  or  sugges¬ 
tions  for  improvements  in  the 
design. 

(c)  Preparing  for  the  joint 
review  team  meeting  (Action  3). 


In  checking  the  concept  design  for 
compliance,  the  reviewer  must  decide 
whether  the  requirements  set  forth 
In  the  design  data  and  documentation 
checklists  of  the  PD8  have  been  met. 
If  the  concept  design  has  not  satis¬ 
fied  requirements  as  set  forth  in 
the  PDB,  note  on  a  comment  sheet 
(example  13)  the  item  or  area  of  the 
design  which  does  not  comply  and.  If 
possible,  suggest  how  the  concept 
design  can  satisfy  the  PDB  require¬ 
ments.  Comments  should  be: 

(a)  Written  legibly 


(b)  Stated  concisely  and 
clearly 

(c)  Organized  in  a  consistent 
format 

(d)  Referenced  to  the  concept 
design  package  by  page,  space  number 
or  name,  drawing  number,  or  some 
other  identifier. 

In  addition,  the  comments  should 
identify  the  problem  clearly  and 
offer  alternative  solutions,  If  pos¬ 
sible.  A  design  solution  coul 1  be 


technically  or  functionally  unac¬ 
ceptable,  leave  major  requirements 
unsatisfied,  or  have  major  flaws 
which  make  further  review  a  waste  of 
time.  If  such  major  problems  exist, 
notify  the  master  planner  immedi¬ 
ately.  He/she  will  determi ne  T f the 
Clf  "district  should  be  contacted  and 
the  review  process  halted. 


User: 

User  reviewers 

check  the  functional  aspects  of  the 
facility.  Users  are  the  "resident 
experts"  concerning  the  mission 
which  the  facility  must  support  upon 
completion.  According  to  AR  415-20, 
the  user  reviewers  also  have  the 
authority  to  approve  or  reject  con¬ 
cept  design  or  any  of  its  functional 
provisions  during  this  phase.  The 
using  agency  has  little  or  no  say  in 
matters  concerning  the  design  after 
the  concept  design  phase.  For  this 
reason,  the  user  reviewers  must  con¬ 
duct  a  thorough  and  comprehensive 
review  of  the  proposed  design.  In 
conducting  their  part  of  the  concept 
design  review,  user  reviewers  must 
check  the  facility  design  for  com¬ 
pliance  with  the  functional  require¬ 
ments  1  lformation  recorded  in  the 
PDB.  Simply  stated,  the  concept 
design  review  involves  comparing  the 
two  documents  against  each  other. 

The  first  phase  of  the  review  pro¬ 
cedure  consists  of: 


(a)  Checking  the  concept 
design  for  compliance  with  previ¬ 
ously  prepared  functional  require¬ 
ments  information; 

(b)  Preparing  comments,  noting 
areas  of  noncompliance  or  sugges¬ 
tions  for  improvements  in  the 
design; 
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(c)  Preparing  for  the  joint 
review  team  meeting  (Action  3).  In 
most  concept  design  reviews,  user 
reviewers  will  be  working  with  the 
following  sections  of  the  concept 
design  package: 

(a)  Project  site  plan 

(b)  Facility  floor  plans 

(c)  Building  elevations 

(d)  Building  sections 

(e)  Materials  outline. 

Other  sections  of  the  package  may  be 
important  to  the  users  when  review¬ 
ing  certain  types  of  facility 
designs.  During  the  training  ses¬ 
sions,  the  user  reviewers  should  be 
informed  of  any  other  sections  to  be 
included.  User  reviewers  must  first 
determine  which  sections  of  the  con¬ 
cept  design  package  they  are  respon¬ 
sible  for,  then  compare  the  concept 
design  to  the  requirements,  using 
the  eight  questions  below  for  gui¬ 
dance.  Note  that  these  questions 
represent  only  general  review  con¬ 
cerns.  Each  project  may  include  in 
the  review  additional  areas  of  con¬ 
cern  unique  to  the  user's  mission. 
Examples  for  applying  these  eight 
items  will  be  included  in  training. 

(a)  Are  all  spaces  accounted 

for? 

The  spaces  required  by  each 
organizational  unit  should  be  shown 
in  the  functional  requirements  sec¬ 
tion  of  the  project  PUB.  Compare 
the  spaces  in  the  PDB  to  those  pro¬ 
vided  in  the  concept  design.  Deter¬ 
mine  if  all  required  spaces  are 
accounted  for.  If  spaces  are  miss¬ 
ing  or  extra  spaces  are  provided, 
make  a  comment. 


(b)  Are  the  spaces  organized 
correctly? 

In  the  functional  require¬ 
ments,  relationships  among  spaces 
were  coded  by  number  (refer  to  draft 
DA  Pamphlet,  Prepari ng  Functional 
Requirements)"  Key  relationships 
among  spaces  for  each  organization 
may  have  been  included  in  a  diagram. 
Compare  required  relationships  to 
those  found  in  the  concept  design. 
Some  discrepancies  may  have  occurred 
by  necessity  when  spaces  were  actu¬ 
ally  laid  out.  Make  a  comment  if 
key  relationships  were  not  achieved 
in  the  design. 

Relationships  in  the  func¬ 
tional  requirements  were  based  on 
how  the  organization  can  best 
operate.  Required  relationships 
among  spaces  may  not  be  clear.  A 
good  way  to  tell  if  the  concept 
design  is  well  laid  out  is  to  think 
about  how  the  organization  can  best 
perform  its  activities.  Is  informa¬ 
tion,  material,  or  the  movement  of 
people  or  equipment  important?  Do 
spaces  allow  for  efficient  flow  (of 
people,  vehicles,  equipment, 
materiel,  paperwork,  or  informa¬ 
tion)?  Explain  in  comments  why 
relationships  must  be  different. 

(c)  Is  each  space  the  correct 

size? 


The  size  for  each  space  was 
listed  in  the  functional  require¬ 
ments.  How  closely  do  the  spaces  in 
the  concept  design  match  those 
sizes?  Normally,  deviation  of  10 
percent  or  less  should  not  create  a 
problem.  Differences  greater  than 
that  may  mean  wasted  space  or  a 
space  too  small  to  house  contents. 

In  the  comments,  note  the  discrepan¬ 
cies  and  the  reasons  they  may  create 
a  problem. 


Reviewing  the  Design  w  A 

Suggestions  @2)  I 


Another  important  aspect  is 
shape;  special  shapes  or  room  dimen¬ 
sions  may  have  been  required.  Check 
if  proper  lengths  and  widths  are 
provided,  think  of  the  activities  or 
equipment  that  will  be  used  In  the 
space,  and  note  Inadequacies  In  the 
comments. 

(d)  Is  access  to  and  from  each 
space  adequate? 

Special  dimensions  for 
doors  or  windows  may  have  been 
required  to  move  equipment  in  or 
out.  Special  dimensions,  particu¬ 
larly  celling  height,  may  have  been 
requested  so  that  equipment  could  be 
more  easily  moved  within  the  space. 
Check  for  these  dimensions,  in  the 
concept  design.  Make  sure  that  the 
original  request  and  the  concept 
design  have  provided  for  some  clear¬ 
ance. 

Access  may  Include  door  or 
window  locations  which  are  con¬ 
venient.  Think  of  the  activities 
for  which  the  space  will  be  used; 
consider  whether  travel  or  vision 
will  be  difficult  or  inefficient. 
Make  a  comment  about  where  problems 
will  occur  and  suggest  better  loca¬ 
tions. 

Access  should  also  be  con¬ 
sidered  for  the  entire  building  and 
site.  Will  traffic  routes  be 

congested  or  hazardous  because  of 
activities?  Can  deliveries  be  made? 
Can  occup'ants  get  In  without  a  long 
walk?  Can  emergency  equipment  reach 
critical  locations?  Can  waste  be 
removed?  If  there  is  any  problem  In 
moving  people,  equipment,  or  sup¬ 
plies  during  routine  or  peak’ usage, 
make  a  comment  and  explain  the  prob¬ 
lem.  * 


(e)  Will  all  furnishings  and 
equipment  planned  for  a  space  fit 
into  it? 

Normally,  concept  design 
will  not  show  how  things  are  laid 
out  within  a  room.  The  equipment 
and  furnishings  to  be  placed  in  a 
space  are  listed  in  the  functional 
requirements;  there  may  also  be  a 
sketch  of  a  desired  layout.  Try  to 
find  out  if  furnishings  and  equip¬ 
ment  will  fit  into  a  space,  perhaps 
by  making  a  quick  pencil  sketch. 

(Be  sure  to  draw  contents  to  the 
same  scale  as  the  concept  design 
drawings.)  Make  a  comment  if  a 
problem  is  apparent. 

It  is  not  adequate  simply 
to  have  all  items  fit  in  a  space. 
Estimate  whether  equipment  can  be 
used  and  whether  enough  space  is 
allowed  for  servicing  stationary 
equipment.  If  a  space  and  the  items 
in  it  cannot  be  used  efficiently, 
note  the  difficulties  in  the  com¬ 
ments  . 

(f)  Have  all  special  require¬ 
ments  been  met? 

In  the  concept 
stage,  a  design  may  not  be  far 
enough  along  for  the  designer  to 
worry  about  details.  Special 
requirements  identified  in  func¬ 
tional  requirements  may  be  found  in 
the  concept  design.  These  special 
requirements  may  include  health  and 
safety  features;  lifts,  cranes, 
hoists,  elevators,  ramps,  and  docks; 
or  security  features.  Many  may  be 
shown  in  schematics  of  building  sub¬ 
systems  (If  schematics  were  included 
at  this  point  In  design),  but  most 
will  be  missing.  If  problems  with 
special  requirements  are  found,  make 
comments  as  needed.  Do  not  make 
comments  when  special  requirements 
obviously  have  not  yet  been  con¬ 
sidered. 
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(g)  Can  activities  assigned  to 
each  space  be  performed  there? 

After  reviewing  for  particular  con¬ 
cerns,  step  back  and  take  a  general 
look  at  each  space.  Think  of  the 
people  and  activities  in  the  space. 
Mentally  determine  if  personnel  can 
perform  their  tasks.  Can  they  per¬ 
form  them  efficiently?  Comment  on 
problems  anticipated. 

(h)  Can  the  intended  mission 
be  carried  out  successfully  in  the 
proposed  facility? 

Step  back  from 
individual  spaces  and  look  at  the 
entire  facility.  Can  several  organ¬ 
izations  operate  these  efficiently? 
Are  the  building  and  site  laid  out 
to  meet  the  general  needs  of  occu¬ 
pants  and  users?  If  any  problems 
are  noted,  explain  them  in  the  com¬ 
ments.  If  a  concept  design  does  not 
satisfy  requirements,  comments 
should  be  logged  on  the  worksheets 
provided  by  the  master  planner 
(example  13).  Note  the  item  or  area 
of  the  design  which  does  not  comply 
and,  if  possible,  suggest  methods 
for  improving  the  concept  design  so 
functional  requirements  are  satis- 


f i ed .  i 

Comments  should  be: 

l. 

Written  legibly 

2. 

Stated  concisely  and 

clearTy 

3. 

format 

Organized  in  a  consistent 

4. 

Referenced  to  the  concept 

design  package  by  page  number,  draw¬ 
ing  number,  space  number,  or  other 
Identifier. 

In  addition,  the  comments  should 
identify  the  problem  c.l early  and 


offer  alternative  solutions,  if  pos¬ 
sible.  A  design  solution  could  be 
technically  or  functionally  unwork¬ 
able  or  unacceptable,  leave  major 
requirements  unsatisfied,  or  have 
major  flaws  which  make  further 
review  a  waste  of  time.  If  such 
major  problems  exist,  notify  the 
master  planner  immediately.  He  will 
determine  if  the  CE  district  should 
be  contacted  and  the  review  process 
halted. 


Action  3 

Specialist: 

In  preparation  for  the  joint 
review  team  meeting,  the  specialist 
should  organize  his/her  comments, 
eliminating  any  that  are  repetitive 
while  also  making  sure  that  each 
clearly  identifies  the  problem  and 
is  easily  understood.  In  addition, 
he/she  should  evaluate  the  comments 
to  see  if  other  reviewers  or  review 
groups  may  be  affected  by  problems 
identified.  These  problems  or 
Issues  will  be  discussed  at  the 
joint  team  meeting.  For  example: 
the  fire  chief,  during  review  of  the 
facility's  design,  may  discover  that 
an  emergency  exit  needs  to  be 
located  in  a  vehicle  maintenance 
bay.  He/she  should  probably  ask  the 
user  reviewers  to  take  another  look 
at  the  maintenance  bay  to  determine 
if  adding  the  emergency  exit  will 
Impair  either  the  function  or  place¬ 
ment  of  equipment  in  the  bay.  The 
reviewer  is  now  ready  for  the  joint 
review  team  meeting. 


preparation  for  the  joint  review 
team  meeting,  the  DFAE  reviewer 
should  organize  his/her  comments, 
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eliminating  any  that  are  redundant 
while  also  making  sure  that  each 
comment  is  clear  and  specifically 
Identifies  the  problem.  In  addi¬ 
tion,  he/she  should  evaluate  the 
comments  to  see  if  the  other 
reviewers  or  review  groups  may  be 
affected  by  problems  identified. 
These  problems  or  issues  will  be 
discussed  at  the  joint  team  meeting. 
For  example:  the  DFAE  reviewers  may 
determine  that  many  of  the  sewage 
runs  in  the  facility  can  be  consol¬ 
idated.  But  before  offering  this 
suggestion,  they  should  ask  the  user 
reviewers  to  look  at  the  design 
again  and  see  if  the  consolidation 
of  sewage  lines  might  affect  the 
function  of  the  facility.  It  is 
suggested  that  all  the  DFAE 
reviewers  meet  before  the  joint 
review  team  meeting  to  resolve  any 
technical  Issues  common  to  the  DFAE 
review  team  and  to  ilentify  issues 
which  may  Involve  the  specialists  or 
user  review  groups.  DFAE  reviewers 
are  now  ready  for  the  joint  review 
team  meeting. 


User: 

In  preparation  for 
the  joint  review  team  meeting,  the 
user  reviewer  should  organize 
his/her  comments,  eliminating  any 
that  are  redundant,  while  also  mak¬ 
ing  sure  that  each  comment  clearly 
identifies  the  problem  and  is  easily 
.understood.  Evaluate  comments  to 
determine  if  there  are  items  other 
user  reviewers  should  know  about. 
Note  them,  because  they  will  be  dis¬ 
cussed  at  the  user  reviewer  meeting. 
Also,  in  evaluating  comments,  decide 
whether  DFAE  or  specialist  reviewers 
should  know  about  certain  items. 
These  will  be  organized  at  the  user 
reviewer  meeting  and  discussed  at  a 
meeting  of  the entire  review  team. 
Before  the  joint  review  meeting  for 


the  entire  team,  the  user  coordina¬ 
tor  should  set  up  a  meeting  with  the 
user  reviewers  only.  The  purpose  of 

the  meeting  is  to  discuss  items 
which  are  common  among  users,  and  to 
organize  items  which  may  be  signifi¬ 
cant  for  other  reviewers.  A  typical 
agenda  is  shown  in  example  14.  The 
user  reviewer  team  is  now  ready  to 
attend  the  joint  review  team  meet¬ 
ing. 


Master  Planner: 

The  mas¬ 
ter  planner  should  prepare  an  agenda 
for  the  joint  concept  design  review 
team  meeting  (example  15).  The  fol¬ 
lowing  may  be  included: 

(a)  Request  that  review  groups 
present  any  issues  or  problems 
discovered  during  the  review  which 
may  impact  other  groups  involved  in 
the  review. 

(b)  Identify  which  groups  are 
affected  by  the  issue  or  problem. 

(c)  Request  those  groups  iden¬ 
tified  to  discuss  the  issues  or 
problems  among  themselves. 

(d)  Identify  items  or  areas  in 
the  review  which  will  require  more 
work  or  attention  (follow-up 
action) . 

(e)  Identify  those  groups 
which  must  complete  the  follow-up 
actions. 

(f)  Discuss  any  other  unre¬ 
solved  issues  appropriate  to  the 
review. 

This  is  only  a  general  listing  of 
the  matters  which. may  be  addressed 
in  the  meeting.  The  scope  and  com- 
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plexity  of  the  individual  project 
will  determine  whether  any  addi¬ 
tional  subject  areas  need  to  be  dis¬ 
cussed  during  the  meeting.  In  addi¬ 
tion  to  the  preparation  of  the 
agenda,  the  master  planner  should 
assemble  any  resource  material  or 
information  concerning  the  project 
which  may  prove  helpful  in  conduct¬ 
ing  the  meeting.  It  is  also  sug¬ 
gested  that  the  master  planner  make 
sure  that  the  scheduled  meeting 
space  will  be  available  --  to  avoid 
any  last-minute  problems  with  accom¬ 
modations. 


Action  4 


Specialist: 

Attend  the  joint  concept 
design  review  team  meeting  as 
scheduled  by  the  installation  master 
planner.  At  the  meeting,  team 
members  will  be  asked  to  present 

issues  or  possible  problems  identi¬ 
fied  in  the  review  which  may  involve 
other  groups.  The  issues  should  be 
listed  with  the  group  or  groups 
which  may  be  affected.  For  example: 


Issue 


1.  location  of  emergency  exit  in 
maintenance  bay 

2. 


Group  Affected 


1.  User  reviewers 


2. 


3. 


The  review  groups  will  then  be  asked 
both  to  discuss  those  issues  con¬ 
cerning  their  group  and  to  prepare  a 
meaningful  response.  Issues  or 
problems  requiring  more  attention  by 
the  reviewers  or  review  group  will 
be  labeled  follow-up  actions.  The 
follow-up  actions  may  be  completed 
either  during  the  meeting  or,  if 
more  time  is  required,  after  the 
meeting.  Follow-up  actions  must  be 
completed  as  soon  as  possible  to 
allow  the  reviewer  or  review  group 
enough  time  to  properly  edit,  pack¬ 
age,  and  submit  all  review  comments 
to  the  master  planner  by  the  date 
specified  in  the  schedule. 


DFAE: 


Attend 

the  joint  concept  design  review  team 
meeting  as  scheduled  by  the 
installation's  master  planner.  At 
the  team  meeting,  members  will  be 
asked  to  present  issues  and  possible 
problems  identified  in  the  review 
which  may  involve  other  groups.  The 
issues  should  be  listed  with  the 
group  or  groups  which  may  be 
affected.  For  example: 


Issue 


1.  Consolidation  of  sewage  lines 


2. 


64 


Reviewing  the  Design 


Suggestions 


'cC=3 

m 


4 


Group  Affected 

1.  User  reviewers 

2. 


The  review  groups  will  then  be  asked 
to  discuss  those  issues  concerning 
their  group  and  to  prepare  a  mean¬ 
ingful  response.  Issues  or  problems 
requiring  more  attention  by  the 
reviewers  or  the  review  group  will 
be  labeled  follow-up  actions.  The 
follow-up  actions  can  be  completed 
either  during  the  meeting  or,  if 
more  time  is  required,  after  the 
meeting.  Follow-up  actions  must  be 
completed  as  soon  as  possible  to 
allow  the  reviewer  or  review  group 
enough  time  to  properly  edit,  pack¬ 
age,  and  submit  all  review  comments 
to  the  master  planner  by  the  dates 
specified  in  the  schedule. 


follow-up  actions  understand  what 
needs  to  be  done  and  how  to  do  it. 

(e)  Note  all  follow-up  actions 
and  distribute  Follow-Up  Action  Log 
(example  16)  to  all  members 
affected. 

(f)  Reminding  the  team  members 
that  all  comments  should  be  edited, 
packaged,  and  submitted  to  the  mas¬ 
ter  planning  office  by  the  date 
identified  on  the  schedule. 

User: 

Attend  the  joint 
concept  design  review  team  meeting 
as  scheduled  by  the  installation 
master  planner.  At  the  meeting, 
team  members  will  be  asked  to 
esent  issues  or  possible  problems 
identified  in  the  review  which  may 
involve  other  groups.  The  issues 
should  be  listed  with  the  group  or 
groups  which  may  be  affected.  For 
example: 


Master  Planner: 


Using  the 

meeting  agenda  prepared  previously, 
conduct  an  organized,  well -planned 
review  team  meeting.  The  meeting 
should  resolve  all  issues  or  prob¬ 
lems  identified  during  the  review 
and  clear  the  way  for  submission  of 
final  comments  to  the  master  plan¬ 
ning  office.  The  master  planner  may 
do  this  by: 


(a)  Providing  a  meeting  agenda 
to  all  members  of  the  concept  design 
review  team. 


Issue 

1.  Location  of  exhaust  fan  in 

maintenance  bay 

2.  Are  the  educational  TV  hookups 

the  correct  type  for  the  system 
to  be  provided? 

3. 


Group  Affected 
1 .  DFAE 


(b)  Stating  briefly  the  goals 
and  objectives  of  the  meeting. 

(c)  Keeping  the  meeting  mov¬ 
ing,  and  following  the  items  on  the 
agenda.  (If  possible,  do  not  dwell 
on  matters  of  little  importance  to 
the  entire  team.) 


2.  Specialists 

--  USA  Communications 
Command 


3. 


(d)  Making  certain  that  all 
review  groups  required  to  complete 
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The  review  groups  will  then  be 
required  to  change  the  issues  con¬ 
cerning  their  group  and  prepare  a 
meaningful  response.  Any  issues  or 
problems  requiring  more  attention  by 
the  reviewers  or  review  groups  will 
be  labeled  follow-up  actions.  The 
follow-up  actions  can  be  completed 
either  during  the  meeting  or,  if 
more  time  is  required,  after  the 
meeting.  Follow-up  actions  must  be 
completed  as  soon  as  possible  to 
allow  the  reviewer  or  review  group 
enough  time  to  properly  edit, 

package,  and  submit  all  review  com¬ 
ments  to  the  master  planner  by  the 
date  specified  in  the  schedule. 
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Meeting  to  Distribute  Concept  Design  Package 
Materials  for  Project  (Project  Name) 


CHAIRPERSON: 

Joe  L.  Green,  Master  Planner 
ATTENDEES: 

All  Review  Team  Members. 

1.  (Master  Planner)  Call  to  order. 

2.  (Master  Planner)  Introduction  of  all  team  members.  Distribution  list  of 
members  on  concept  design  review  team. 

3.  (Master  Planner)  Explain  concept  design  submittal  materials.  Identify 
parts'!  Explain  briefly  who  needs  which  parts. 

4.  (Master  Planner)  Distribute  concept  design  package  materials  to  all  team 
members. 

5.  (Master  Planner)  Distribute  comment  sheets.  Briefly  explain  how  to  log 
comments. 

6.  (Master  Planner)  Distribute  schedule  of  activities.  Briefly  explain 
activities  (how  the  process  Is  to  be  managed  and  what  reviewers  are  to  do). 
Highlight  key  dates. 

7.  (Master  Planner)  Questions  and  answers.  Make  sure  all  team  members  know 
what  are  to  do  and  dates  they  are  responsible  for.  Explain  where  to  seek 
help.  Rewind  reviewers  to  call  the  master  planner  immediately  if  major  prob¬ 
lems  are  found. 

8.  (Master  Planner)  Explain  how  to  approach  review:  (a)  compare  PDB  to  con¬ 
cept  design  pacxage,  and  (b)  think,  “will  It  work  as  shown?' 

9.  (Master  Planner)  Reemphasize  importance  of  review  tasks.  Adjournment. 

9a.  (Optional:  User  Coordinator)  It  may  be  desirable  to  have  user  reviewers 
remain  after  others  are  dismissed  so  that  the  user  coordinator  can  go  over 
additional  details  with  the  user  reviewers. 


Example  12:  “Kick-off”  Meeting  Agenda 


Reviewing  the  Design  ^ 

- -  eC=3 

Examples  @£) 


User  Review  Teaoi  Meeting 
for  Project  (Project  Newel 


CHAIRPERSON: 

CPT  R.  L.  Smart  (User  Coordinator) 

ATTENDEES: 

User  Review  Team  Members 

1.  (User  Coordinator)  Call  to  order.  Purpose  of  meeting. 

2.  (User  Coordinator)  Reviewers  raise  Issues  or  problems  which  may  be  Impor¬ 
tant  for  otheruser  reviewers.  List  Issues.  (Use  of  chalkboard  and  a  group 
secretary  Is  recommended.) 

3.  (User  Coordinator)  Discuss  each  Item  and  decide  comments  should  be 
recorded.  I  There  may  be  a  set  of  comments  submltte'd  by  the  total  user  review 
team  rather  than  Individuals.) 

♦.  (User  Coordinator)  Reviewers  suggest  Items  which  may  be  significant  to 
DFAE  and  specialist  reviewers.  Prepare  a  list  to  be  carried  to  the  Joint 
review  team  meeting  scheduled  at  (Time)  on  (Date)  in  (Bldg.  Number).  (Room 
Number) . 

5.  Adjourn. 


Example  14:  User  Review  Team  Meeting  Agenda 


Reviewing  the  Design 

Examples 


Joint  Review  Team  Meeting 
Project  (Project  Name) 


CHAIRPERSON: 

Joe  L.  Green,  Master  Planner 
ATTENDEES: 

All  Review  Team  Members 

1.  (Master  Planner)  Call  to  order.  Purpose  of  the  meeting. 

2.  (Master  Planner,  Review  Team  Members)  •  Request  that  revfew  groups  present 
any  Issues  or  problems  discovered  during  the  review  which  may  have  an  Impact 
on  other  groups  Involved  In  the  review. 

3.  (Review  Team  Members)  Identify  which  groups  are  affected  by  the  Issue  or 
problem. 

4.  (Master  Planner)  Request  those  groups  to  discuss  the  Issues  or  problems 
among  themselves  in  order  to  provide  a  meaningful  response. 

5.  (Master  Planner)  Identify  Items  or  areas  in  the  review  which  will  require 
more  work  or  attention  (follow-up  action). 

6.  (Master  Planner)  Identify  these  groups  which  must  complete  the  follow-up 
actions. 

7.  (Master  Planner  and  Review  Team  Members)  Open  discussion  of  any  other 
un  re  solved  Issues  appropriate  to  the  review. 

8.  (Master  Planner)  Reminder  of  comient  submission  date  as  scheduled. 

9.  (Master  Planner)  Adjournment. 


Example  15:  Joint  Review  Team  Meeting  Agenda 
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Submitting  Comments 


Objective 


In  step  5,  the  objective  is  to  edit  and  compile  all 
review  conments  into  a  single  package  for  submission  to 
the  CE  district  office. 


Actions 


1  Organize  and  submit  all  review  comments 
to  the  installation  master  planner. 


2  Determine  whether  the  Using  Agency  shall 
grant  approval  of  the  concept  design. 

Prepare  cover  letter  for  submitting  conments. 


3  Organize  and  edit  all  review  comments 
into  a  single  package  and  submit  to  the  CE 
district  office. 

4  Review  and  analyze  reviewer  comments 
for  incorporation  into  the  facility 
design. 


2 


Submitting  Comments 


Process  Diagram: 


Specialist 


OFAE  Reviewer  Master  Planner 


User 


Organize  and  Submit 
Review  Contents 


|v» 

II 

M 

m 

E’.'Xi 


Organize  and  Submit 
Review  Conments 

Organize  and  Submit 
Review  Conments 

1 

M 

m 

Ilf 

p| 


Establish  Using 
Service  Approval 
Prepare  Cover  Letter 


S. 


Organ! ze/Edi t/Subml t 
Coronent  Package 
to  District 


M 


if 


Ui 

O 

I 

ui 


Review  Connent s 
for  Incorporation 
into  Facility  Design 
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5'§=  Submitting  Comments 

G3  - 

(§/2)  Suggestions 


(  Action  *| 

Specialist: 

Upon 

completion  of  all  follow-up  actions, 
edit  all  comments,  eliminating 
repetitive  or  redundant  ones. 

Review  all  comments  to  see  if  they 
are  reasonable  and  clearly  identify 
the  problem  they  address.  Organize 
and  combine  the  remaining  comments 
into  a  single  package  by  space, 
paragraph  number,  or  drawing  number 
(figure  10).  Clearly  indicate  the 
review  group  involved  in  preparing 
the  comment  package  and  submit  the 
package  to  the  installation  master 
planner.  It  is  suggested  that  the 
review  group  keep  copies  of  the  com¬ 
ment  package  for  future  reference 
and  for  use  in  a  conference  to  be 
held  after  concept  design  review. 

DFAE: 

Upon  com¬ 
pletion  of  all  follow-up  actions, 
edit  all  comments,  eliminating 
repetitive  or  redundant  ones. 

Review  all  comments  to  see  If  they 
are  reasonable  and  clearly  identify 
the  problem  they  address.  Organize 
and  combine  the  remaining  comments 
into  packages  which  are  representa¬ 
tive  of  the  DFAE  elements  involved 
in  the  review  —  e.g.,  utilities, 
structural,  and  building  and  grounds 
(figure  9).  The  packages  should  be 
organized  further  by  space,  para¬ 
graph  number,  or  drawing  number. 
Clearly  Indicate  the  review  group 
involved  In  preparing  the  comment 
package,  and  submit  the  package  to 
the  installation  master  planner.  It 
is  suggested  that  the  review  group 
keep  copies  of  the  comment  package 
for  future  reference  and  for  use  in 
the  post-concept  design  review 
conference. 


User: 

Upon  ^pletion  of 
all  follow-up  actions,  -ganize 
review  comments,  and  submit  them  to 
the  installation  master  planner. 

Edit  the  comments,  eliminating 
redundant  ones.  Review  all  comments 

to  see  If  they  are  reasonable  and 
clearly  identify  the  problem  they 
address.  Organize  and  combine  the 
remaining  comments  into  a  single 
package  by  space,  paragraph  number, 
or  drawing  number  (figure  10). 
Clearly  indicate  the  review  group 
involved  in  preparing  the  comment 
and  submit  the  package  to  the  master 
planner.  It  is  suggested  that  the 
review  group  keep  copies  of  the  com¬ 
ment  package  for  future  reference 
and  for  use  in  the  post-concept 
design  review  conference. 


Action  2 

Master  Planner: 

To  keep  the  design  process  flowing, 
approval  of  a  concept  design  shoula 
be  provided  by  the  using  service  as 
soon  as  possible.  In  most  cases, 
approval  can  be  given  at  the  time 
concept  design  review  comments  are 
forwarded  to  the  CE  district.  A 
clause  can  be  attached  to  make 
approval  contingent  upon  incorpora¬ 
tion  or  resolution  of  the  comments 
and  recommendations.  The  master 
planner  should  prepare  a  cover 
letter  for  transmitting  comments  to 
the  CE  district  and,  if  appropriate, 
granting  approval  of  the  concept 
design.  A  draft  letter  is  provided 
as  example  17. 
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Suggestions 
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Action  3 


usable  by  the  CE  district  office 
personnel.  The  following  organiza¬ 
tion  is  suggested: 


Master  Planner: 

(1) 

DFAE: 

Upon  receipt  of  all  comment  pack¬ 

(a) 

Architectural  Comments 

ages,  the  master  planner  should 
review  the  comments,  checking  for 

(b) 

Structural  Comments 

clarity  of  wording  and  editing  any 
comment  inconsistencies.  Redundant 

(c) 

Civil /Sanitary  Comments 

comments  should  also  be  eliminated 
at  this  time.  Once  the  comments  are 

(d) 

Mechanical  Comments 

edited,  they  should  be  organized 
into  a  format  which  will  be  readily 

(e) 

Electrical  Comments 

Fig.  10  Comment  Organization 


5 


Sr  Submitting  Comments 
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Suggestions 


If)  Specifications  Comments 
(g)  Other  Comments 


(2)  Users: 

(a)  Architectural  Coiiments 

( b)  Structural  Comments 

(c)  Civil/Sanitary  Comments 

(d)  Mechanical  Comments 

(e)  Electrical  Comments 

( f )  Other  Comments 


(3)  Specialists: 

(a)  Communications  Comments 

(b)  Fire  Protection  Comments 

(c)  Building  Security  Comments 

(d)  Food  Service  Comments 

(e)  Other  Comments 

If  some  of  the  reviewers  have  made 
reference  marks  or  notes  on  the 
drawing  to  accompany  their  comments, 
it  is  suggested  that  all  useful 
marks  be  transferred  to  a  clean  set 
of  drawings.  If  necessary,  and  if 
time  permits,  it  would  be  good  to 
retype  the  comments.  After  organiz¬ 
ing  the  comments  into  a  single  pack¬ 
age,  reproduce  the  number  of  copies 
required  and  submit  them  to  the  CE 
district  office  with  a  cover  letter 
(see  Action  2).  It  is  suggested 
that  the  original  set  of  comments 
sheets,  and  one  or  two  copies,  be 
retained  in  the  project  file  for 
future  reference.  The  master 
planner  should  also  send  a  copy  of 


the  final  comment  package  to  the 
user  coordinator  ard  specialist 
groups  for  their  use  and  reference. 
(See  example  17  for  a  sample  cover 
letter  for  the  conment  package,  and 
example  18  for  t'le  comment  package's 
final  format. 1 


COE  District -A/E 


The  district  office  and 
A/E  office  involved  in  the  project 
design  will  review  all  comments  to 
determine  if  they  will  be  included 
in  the  final  design.  Whether  a 
suggestion  is  approved  depends 
mainly  on  its  value  in  improving  the 
proposed  facility's  design,  and  on 
the  cost  of  incorporating  the  change 
in  the  final  design. 


Submitting  Comments 
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Examples 


Office  Symbol 

SUBJECT:  Concept  Design  for  (Project  Was*) ,  L.I. 
(Line  Item  Humber) 

To:  (CE  01  Strict/Project  Manager) 


1.  Reference  (CE  district  transmittal  of  concept  design  materials  to  Instal¬ 
lation  for  review). 

2.  The  subject  design  has  been  reviewed  by  (installation  or  using  service 
name) .  Comments  have  been  prepared  and  are  Inclosed. 

3.  Pending  resolution  of  the  coemients  In  the  design,  approval  of  the  concept 
design  Is  granted  and  final  design  can  begin. 


1  Incl  (Appropriate  using  service 

as  signature  authority) 


Example  17:  Comment  Package  Cover  Letter 


Communications  Comments 
Fire  Protection  Comments 
Building  Security  Comments 
Food  Service  Comments 
Other  Comments 


Architectural  Comments 
Civil/Sanitary  Comments 
Structural  Comments 
Mechanical  Comments 
Electrical  Comments 
Specifications  Comments 
Other  Comments 


Architectural  Comments 
Civil/Sanitary  Comments 
Structural  Comments 
Mechanical  Comments 
Electrical  Comments 
Other  Comments 


Example  18:  Comment  Package  Final  Format 


Objective: 

- - - 

In  Step  6,  the  objective  is  to  present  and  review 
action  taken  by  the  CE  district  office  and  the  A/E  on 
comments  submitted  to  them  by  reviewers  of  the  facility 
concept  design. 

s _ , 


Actions: 


c  ~ 

I 

— 

t» 

I 

3. 
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ec 

Ui 

§ 

Master  Planner 

User  Coordinator  | 

Users 

CE  District  &  A/E 

— 

; 

• 

• 

• 

• 

• 

• 

• 

— 

• 

• 

A 

1  Attend  the  Concept  Design  Review 

Conference. 

2  Prepare  and  distribute  a  notice  includ¬ 
ing  the  date,  time,  and  place  of  the  meeting 
reporting  results  of  the  Concept  Design 

Review  Conference  to  review  team  members. 

3  Attend  the  CDR  conference  report  meeting. 

_ . _ _ ^ 
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Process  Diagram: 


Specialist  DFAE  Reviewer  Master  Planner  User 


Attend  Concept  Design 
Review  Conference 


Attend  Concept  Design 
Review  Conference 
(User  Coordinator) 


ion  31  Action  21  Action  1 1 


■  u  mm  II-  nii.iiWP  uy 

6  if  Feedback _ 

@2)  Suggestions 


Action 


Master  Planner: 


CE  dis¬ 
tricts  vary  in  the  standard  operat¬ 
ing  procedure  for  conducting  a  con¬ 
cept  design  review  conference.  At 
the  conference,  the  CE  district  and 
the  A/E  firm  consider  review  com¬ 
ments  and  decide  how  to  resolve  them 
in  the  project  design.  Most  often, 
the  conference  is  held  at  the  CE 
district  office  on  a  date  esta¬ 
blished  by  them.  It  would  be 
appropriate  for  the  master  planner 
and  possibly  others  from  the  review 
team  to  attend,  particularly  the 
user  coordinator.  Some  districts 
may  elect  to  hold  the  concept  design 
review  conference  at  the  installa¬ 
tion.  If  that  is  the  case,  the  mas¬ 
ter  planner  should  arrange  for  an 
adequate  room.  If  all  members  of 
the  review  team  attend.  Actions  2 
and  3  are  not  required. 


Action  ^ 


notice).  The  master  planner  should 
also  prepare  copies  of  the  comment 
package  submitted  to  the  CE  district 
and  A/E,  and  other  materials  which 
will  be  distributed  at  the  meeting. 
(One  copy  for  every  two  or  three 
reviewers  should  be  enough.)  Since 
the  meeting  will  be  informal,  an 
agenda  will  not  be  necessary. 


Action  3 


Master  Planner: 

The  installation  master 
planner  is  responsible  for  conduct¬ 
ing  the  meeting. 


Review  team  members.  All 
members  of  the  concept  design  review 
team  should  attend.  However,  atten¬ 
dance  is  not  mandatory. 


Master  Planner: 


The  master  planner  must  select  a 
date  for  a  meeting  at  which  actions 
taken  on  review  comments  and  sugges¬ 
tions  will  be  explained  to  review 
team  members.  The  master  planner 
must  arrange  for  a  space  large 
enough  to  accommodate  the  entire 
review  team.  The  master  planner 
should  draft  a  notice  informing 
review  team  members  of  the  date, 
time,  and  location  of  the  meeting. 
The  notice  sent  to  the  team  members 
may  also  Include  a  short  statement 
indicating  the  purpose  of  the  meet¬ 
ing  (see  example  19  for  a  sample 
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Feedback 

Examples 


Office  Syabol 

SUBJECT:  Informational  Meeting  Regarding  the  Concept  Design  Review 
Conference  for  (Project  Nam)  Project 


SEE  DISTRIBUTION 

1.  On  (Date),  the  CE  District  conducted  a  conference  with  the  A/E  flrai 
responsible  for  the  design  of  the  subject  project  In  which  our  c-'weet  design 
review  coaaaents  were  considered.  The  conference  was  attended  by  (nams  -»f 
Installation,  personnel  attending) . 

2.  As  a  matter  of  the  concept  design  review  team,  you  are  requested  to  attend 
a  meting  at  whlcn  the  actions  taken  by  the  CE  district  and  A/E  fir*  will  be 
explained.  You  aay  wish  to  bring  a  copy  of  your  cements  for  reference. 


JOE  l.  GREEN 
Master  Planner 


DISTRIBUTION 

1.  OFAE  Reviewers 

2.  Specialists 

3.  User  Coordinator 
♦.  User  Reviewers 

S.  User  Organizational  Coamnder 


Example  19:  Notice  of  Post  Concept  Design  Review  Conference  Information  Meeting 
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Review  of  Final  Design 


General: 

Concept  design  focuses  on  gfeneral  issues  for  a  facility  --  e.g., 
layouts  and  subsystem  schematics.  But  in  final  design,  details  are 
completed,  working  drawings  for  use  in  construction  are  prepared,  and 
detailed  specifications  for  construction  materials  are  documented. 

The  using  service  will  be  given  an  opportunity  to  review  final 
design  documents  to  ensure  that  all  approved  concept  design  requirements 
have  been  met  (AR  415-20).  However,  each  CE  district  manages  this 
opportunity  for  review  differently.  Most  will  el  low  the  using  service 
1  or  2  days  to  provide  input  near  the  completion  of  the  final  design. 
District  policy  may  be  governed  by  the  type  of  project  and  other  factors. 

When  a  using  service  is  given  the  opportunity  to  review  a  final 
design,  this  chapter  provides  some  recomnendations  on  staffing  and  on 
what  to  look  for  in  the  design. 
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Review  of  Final  Design 
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Objective: 

The  purpose  of  this  chapter  is  to  provide  information 
to  ensure  that  concept  design  comments  have  been 
incorporated  and  that  detailed  requirements  for  the 
facility  and  individual  spaces  have  been  provided. 

\ 

_ / 

Actions: 


1  The  Installation  will  receive  notice 
that  the  using  service  will  be  given  an 
opportunity  to  review  the  final  design;  the 
review  team  will  be  established,  and  review¬ 
ers  prepared  for  the  task. 

2  The  Installation  will  conduct  the  re¬ 
view  of  the  final  design  within  the  time 
allowed  and  will  orovide  comments  to  the  CE 
district  and/or  A/E  firm. 


Review  of  Final  Design 

Suggestions 


Action  | 


When  the  CE  district  notifies  an 
Installation  that  It  will  have  the 
opportunity  to  review  a  final 
design,  the  date  and  place  for  the 
review  will  be  named.  Typically, 
the  review  will  be  at  the  district 
office,  and  1  or  2  days  will  be 
allowed  for  the  completion  of  the 
review.  The  master  planner  should 
be  responsible  for  making  prepara¬ 
tions  for  the  review.  Since  a  lim¬ 
ited  amount  of  time  (and  often  only 
one  set  of  drawings)  will  be  avail¬ 
able,  no  more  than  three  reviewers 
should  be  Involved.  One  of  the 
reviewers,  of  course,  should  be  the 
master  planner;  one  reviewer  should 
represent  the  future  users  —  the 
user  coordinator  Is  recommended.  In 
some  cases  it  may  be  advisable  to 
have  someone  from  the  DFAE  staff  or 
one  of  the  specialists  help  out. 
Reviewers  should  be  selected  quickly 
and  commitments  to  participate 
secured  from  them.  After  reviewers 
are  chosen,  the  master  planner 
should  ensure  that  they  are  prepared 
for  the  task.  Most  of  the  prepara¬ 
tion  can  be  handled  In  a  meeting. 

All  reviewers  must: 

(1)  Have  a  copy  of  all  back¬ 
ground  materials  (Including  project 
POB  or  functional  requirements, 
review  comments,  minutes  from  the 
post-concept  design  review  confer¬ 
ence). 

(2)  Understand  the  subject 
areas  and  portions  of  the  facility 
they  are  responsible  for. 


(3)  Know  wha*  was  required  for 
the  project  in  their  areas  of 
responslbil Ity . 


(4)  Understand  the  time  con¬ 
straints  for  the  review. 

(5)  Know  how  the  group  will 
actually  conduct  the  review. 

(6)  Understand  that  previous 
functional  decisions  should  not  be 
changed. 

In  preparing  for  the  review, 
reviewers  should  refresh  their 
knowledge  of  the  requirements  they 
are  responsible  for.  Before  the 
review,  It  may  be  a  good  Idea  to 
Identify  and  list  those  Items  that 
are  most  Important,  particularly 
those  that  could  not  be  reviewed 
during  the  concept  design  phase. 

The  review  team  should  plan  Its  work 
carefully,  clearly  establishing  the 
responsibilities  for  each  person  and 
trttat  each  Is  to  do. 


Action  2 


As  a  rule,  a 
review  of  a  final  design  concen¬ 
trates  on  details.  Major  problems 
should  have  been  Identified  In  con¬ 
cept  review.  For  example,  during 
review  of  a  concept  design, 
reviewers  would  have  checked  to  see 
that  requirements  for  access  were 
met.  They  would  have  made  sure  that 
doors  were  provided,  considered 
whether  doors  were  well  located,  and 
possibly  checked  their  width  If 
width  was  critical.  During  final 
design  review,  the  door  dimensions 
would  Le  checked,  if  Important,  and 
provisions  for  locks,  customer  win¬ 
dows,  or  other  special  features 
would  be  compared  to  requirements. 
When  starting  the  task  of  review, 
the  team  should  spend  a  little  time 
deciding  how  to  proceed.  Time 
devoted  to  organization  will  be  made 
up  In  efficient  review  during  the 
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Review  of  Final  Design 

Suggestions 


remaining  time.  In  completing  a 
review  o'f  a  final  design,  two  fac¬ 
tors  should  be  examined.  First, 
reviewers  should  see  whether  com¬ 
ments  from  concept  design  review 
have  been  Incorporated  adequately. 
Second,  reviewers  should  make  sure 
that  the  designer  has  met  the 
detailed  requirements  with  which 
he/ she  was  not  concerned  at  the  con¬ 
cept  stage.  Because  there  will  not 
be  enough  time  to  check  all  detailed 
requirements,  priority  should  be 
given  to  critical  ones,  which  may 
have  been  Identified  in  Action  1. 
Requirements  for  supporting  equip¬ 
ment  are  usually  Important;  look  for 
equipment-intensive  spaces.  Other 
Important  requirements  are  those 
essential  to  efficient  performance 
of  activities.  For  example.  In 
checking  to  make  sure  that  the 
equipment  can  be  operated  properly 
and  conveniently,  a  reviewer  would 
look  to  see  that  electrical  outlets 
are  provided,  that  they  are  located 
where  the  equipment  will  be,  that 
proper  controls  are  provided,  and 
possibly  that  they  are  the  right 
type  (see  example  20).  Other  utili¬ 
ties  and  building  subsystems  could 
be  checked  In  a  similar  manner.  In 
general,  requirements  In  the  POB  are 
compared  to  final  design  drawings 
and  specifications.  The  thorough¬ 
ness  of  a  final  design  review 
depends  on  the  amount  of  time 
allowed,  so  use  of  time  must  be  well 
organized  and  plans  adjusted  accord¬ 
ingly.  It  Is  recommended  that  the 
time  spent  on  review  be  distributed 
approximately  as  follows:  checking 
on  concept  review  comments,  20  per¬ 
cent;  checking  building  subsystems 
and  distribution  of  services  to 
spaces  where  they  are  needed,  30 
percent;  checking  whether  other 
detailed  requirements  have  been  met, 
40  percent;  checking  the  entire 
facility  and  major  sections  of  It 
from  a  general  perspective,  10 


percent.  If  problems  are  discovered 
during  the  review,  they  need  to  be 
documented.  Because  of  time  con¬ 
straints,  initial  communication  of 
comments  can  be  informal,  but  should 
be  followed  by  a  written  copy.  Com¬ 
ments  should  be  recorded  in  an 
organized  manner  to  suit  the  needs 
of  the  CE  district.  Comments  may  be 
logged  on  special  sheets;  each  com¬ 
ment  should  refer  to  the  numbers  and 
pages  of  drawings  or  documents.  An 
alternative  is  to  note  comments 
directly  on  a  copy  of  the  final 
design  documents.  In  any  case,  com¬ 
ments  and  notes  should  be  legible. 
After  the  review  is  completed  and 
comments  are  turned  In  to  the  CE 
district,  they  will  be  evaluated  by 
the  district  and  the  designers. 

When  feasible,  changes  will  be  made. 
After  the  final  design  has  been  com¬ 
pleted,  the  district  will  begin  to 
solicit  bids  for  construction  as 
soon  as  Congress  appropriates  con¬ 
struction  funds  for  the  project. 

The  using  service  will  not  have  a 
chance  to  see  their  project  again 
until  It  has  been  completed.  At 
this  time,  some  members  of  the 
review  team  may  be  involved  in  a 
post-completion  Inspection  before 
moving  in. 
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Example  20:  Details  that  might  be  checked  for  an  Electrical  System 
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